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In This Document:

Overview: This learner guide covers the core activities related to
creating, reviewing, approving, and managing purchase requisitions in
OhioBuys. Information related to more specific scenarios, as well as
information specific to your agency can be found in the Appendix and

the Addendum respectively.

Processes Covered:

1)

2)

3)

4)

Accessing OhioBuys: OhioBuys can be
accessed by logging in to MyOhio with your
OH|ID and password. Once logged in, users
have a variety of tools available for navigation
including quick-access icons and a powerful
universal search feature.

Shopping: OhioBuys contains a robust hosted
catalog with items from a wide variety of
Suppliers, as well as access to external
punchout catalogs for some Suppliers.
OhioBuys also allows users to add non-
catalog, or freeform, line items to their
shopping cart when required.

Submitting and Updating Purchase
Requisitions: After identifying the items
needed, users must complete and submit a
purchase requisition within OhioBuys. Certain
items, quantities, and payment methods
require users to complete different fields. Once
submitted, users can monitor the progress of
their purchase or cancel as needed.

Approving: Most purchase requisitions will
require approval from various agency
approvers. Approvers will be responsible for
reviewing different parts of the requisition, as
their role requires. The system limits an
approver's ability to edit depending on the role
they have been granted.




Purchase Requisition Approval Path:

Approval Workflow

Most purchase requisitions in OhioBuys follow the approval workflow
displayed at the bottom of this page. Once a purchase requisition has
been submitted, it is automatically routed through the submitting user’s
unique agency approval path. At each step, the relevant approver
examines the purchase requisition for compliance with agency,
budgetary, or State policies, and approves or rejects the purchase
requisition. Once a purchase requisition has received all the necessary
approvals, a purchase order will be automatically created and an email
notification will be sent to the Supplier.

Agency-Specific Variations

Each agency has the option to customize its agency approval
workflow. Because of this, there may be variations to this process
specific to your agency, such as including multiple approvers at a
particular step. Agency approval rules are managed and maintained by
Agency Administrators.

Approval Path

Requester Workload Procurement
Requesters Su 2\rvisors Managers Requisitioners Agency
P 9 Approvers
Fiscal Agency Agency Final
Approvers Approvers

Key: o Agency DAS Requisite Agency

* IT SME Approval only requiredfor IT purchases.
**Non IT SME approval occursafteragency final approval ifthe purchase isfor Copy, Printing, Professional Services, or Fle et.
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MANAGE PROFILE
SETTINGS

Overview

« What's Covered: This section discusses how to manage your
profile settings and establish defaults in OhioBuys

* Roles: All OhioBuys users

Used When: Setting up an account for the first time in
OhioBuys




Ohio BUVS Manage Profile Settings

Step-by-Step Instructions for Managing Profile Settings

1 Log in to OhioBuys. From the Main Menu Navigation bar, click your profile name in the top-right
corner of the page and select My Profile from the drop-down menu.

Your Profile Management page is displayed. On this page, you can update a variety of
preferences and identifying information, including your default purchase requisition information.
Scroll to the bottom of the page to find your Default settings.

Updating your default purchase requisition information enables the auto-population of key
form fields and accelerates the purchase requisition submission process.

Under Default settings, search and select your preferred inputs to the following fields:

Default settings

a) Searchfor and selectyour Main Agency,
which is the agency you regularly submit
requisitions for.

b) Searchfor and select your Main Organization
which is the division or group within a user’s
Agency that they regularly submit requisitions
for.

<l C) Searchfor and selectyour Favorite
Departments, which are the departments you
regularly submit requisitions for. To add favorite
departments, click See All. Onthe pop-up
window, remove any filter and search for your
favorite departments. Select your favorite
departments from the search results.

gin 986 2855 W. Dublin-Granville Rd o-

d) Searchfor and selectthe Ship to address,
which indicates the shipping address you would
like your goods and/or services delivered to.

Ohio
UNITED STATES

e) Searchfor and selectthe Bill to address, which
indicates the billing address you would like the
cost of your goods and/or services billed to.

Click the Save button at top of the screen to retain your default purchase requisition
information for future transactions.



Ohio Buys Manage Profile Settings

Step-by-Step Instructions for Managing Profile Settings

To review information related to the approval chain, such as the Immediate Supervisor and
Chief Information Officer, refer to the Approval Escalation section on the General
Preferences tab. This can be found above the Default Settings section. The roles assigned to
these users influence the approval workflow routing.

Approval Escalation®

Organization @
Role General entity manager User's entity manager
Clo Flory Katrina
DAS CPO Lovett Justin
DAS Director Garber Ryan
DAS Director Madden Kathleen C.
Immediate Supervisor Fletcher Beth
5 IT DCPO Stedman Michae
Mon-IT DCPO Dublikar Randall

Operations DCRO Mcculty Wayne

8 Record(s) e

a) The Organization field allows you to select an organization to filter by. To add an
organization, click See All.

b) The Role shows the title or role of the user listed in the General Entity Manager column.
To find a specific role, sort this column in alphabetical order by clicking the column title.

c) The General Entity Manager column shows the name of the user that occupies in the role.

d) The searchresults are organized onto one or multiple pages. To navigate through the
various pages, select the page number at the bottom of the section.



Ohio Buys Manage Profile Settings

Step-by-Step Instructions for Managing Profile Settings

If you are out of the office for an extended period of time, your profile settings can be
adjusted so that all future tasks are delegated to another user. This will allow the other user
to take action on the task, while still allowing you to take action on the task.

In the Delegation section on the General Preferences tab, complete all of the necessary
fields:

Select the name of another user in the Give my private access to field.
Select a date to start delegating tasks in the From field.

Select a date to stop delegating tasks in the To field. If the delegation is supposed to occur
indefinitely, then leave this field blank.

Select the name of another user in the Give my approval workflow tasks to field.

Delegation

Qﬁhe my private access to |

-

-




Ohio Buys Manage Profile Settings

Step-by-Step Instructions for Managing Profile Settings

If you are a Pcard holder, your Pcard information should be entered in the Pcard Management
section at the bottom of the page. Click Add Pcard and enter your card information.

User Login
TRAINING DNRRequisitioner10 Virtual Account with Supplier

Pcard Management Peard Label

Name (as it appears on your card) *

Card Number (no dashes or spaces) * @

Add Pcard

Expiration Month *

Security Code ™

0 Record(s)

Card Provider

Visa

When you are finished, click Save & Close.

To remove a Pcard from your profile, click the Trash (@) icon. Note that Pcard information
cannot be modified, and if there are updates to a card it will need to be reentered

Click Save at the top of the page.




Purchase Requisition Item Types

There are three main categories of items that can be purchased within
OhioBuys: Hosted Catalog Items, Punchout Catalog Items, and
Freeform Items. How to purchase each type of item will be discussed
in more detail later in this Learner Guide.

Hosted Catalog Items: Items that are hosted on catalogs within
OhioBuys. The entire shopping process, from searching, to submitting,
takes place in OhioBuys.

Masking Tape, Premium, 2", 24 rolls per

lasking Tape, ca:

. = Masking CRP30004-3- CINCINNATI remi u
GEEERIRAN  Add to Cart CRE004-3- ASSOCIATION 0

tape A FORTHEBLIND ~ 2410 i

case i

&

Punchout Catalog Items: Items that are hosted on a Supplier’s
external Website. For punchout items, you will first identify the Supplier
you wish to order from, and then “punchout” to their website to shop for
the item(s) you need. After adding the item(s) to your cart, you will be
returned to OhioBuys to complete the checkout process.

. - B Office . GBEX GBEX
o T — RS900119 G GBEX Punchout (RS900119
& 1 e supplies LLC Punchout unchout { )

Freeform Items: Items that do not exist in either a hosted or a
punchout catalog. Freeform line items are created by the Requester
and should only be created if no suitable alternative for the item in the
purchase requisition exists in either a hosted or punchout catalog.

Describe the item

ID

Name * Item Code

Ordered Quantity *

Each

Commodity * Profile ID

11



Starting the Purchase Requisition Process

To understand what type of purchase requisition items (e.g., hosted
catalog items, punchout catalog items, freeform items) you should add
to your cart as part of the purchase requisition process, we
recommend first reviewing the contract you are trying to purchase
from. Reviewing a contract in OhioBuys will allow you to see how a
contract's catalog has been configured in OhioBuys.

To do this, log in to OhioBuys. From the Main Menu Navigation bar,
click Contracts and then select Browse Contracts from the drop-down

me nu . ] Suppliers Sourcing Contracts Shop Procurement Release & Permit Analytics Public Request
OhioBuys

Admin

Under Advanced Search, users should first select a Supplier and then
select a Contract Number when searching for a particular contract.

Once you find the contract you are looking for, open the contract with
the Pencil ( ¢ ) icon and then navigate to the Price List tab. Reviewing
this tab will allow to understand how the contract is set up and how you
should proceed with purchasing from that contract. B Documents

B Price list

@ Orders

Scenario 1: Contract With Hosted Catalog ltems
This scenario covers the instance when a user selects a contract that

contains a list of hosted catalog items which are found in the Price List
tab of that chosen contract. The user will then take the following steps
to create a purchase requisition to submit for approval for the selected
items.

1. Open a contract and navigate to the Price List tab. If the Price List
tab contains a list of item(s) the contract has been set up with a

hosted catalog.
12



Starting the Purchase Requisition Process

14 Dy Contract: CSP906618 - LICENSE PLATE STICKER PRINT ON DEMAND. Amendment #3 (Approval in Progress)
8 Save Extract all Documents to Zip File
a Contract Type Contract Tags
Competitive Selection
&
| Update Date
a
o
o . " . 3 i
L Quantity Commodity Product Code @ Name Product Reference @ Price Currency uomM Validity Start Date @ Validity End Date @ Tag Availability
- Industrial
= v 7 printing CSP906618-1 uUsD Each 3/1/2023 12/31/2023 g
*
= 1 Record(s)

2. Navigate to the Browse Items page and search for the associated
items.

Suppliers Sourcing Contracts Shop Procurement Release & Permit Analytics Public Request

OhioBuys

Admin Browse ltems

3. On the Browse Items page, users can search for specific contract
numbers in the search bar and also have the option to remove filter
tags by clicking on the X icon next to each filter.

Note: No items will be displayed if all filters are removed and no
keywords are specified.

Q Search Reset

Filters Tag: Mandatory- DAS CU']'_':_HLLD Mandatory- First Requisite P"ug;"ame Mandatory- Second Requisite P"Ug;":th MBE Set :_\:\il.'lt'D

13



Starting the Purchase Requisition Process

Suppliers  Sourcing Contracts Shop Procurement Release & Permit  Analytics

OhiOBuyS - A‘ g. 9 Rudi B.

Public Request Admin

4 b0 IR Browse ltems Q. Search

CRP30485-1 Reset

Filters Tag: Mandatory- DAS Contract ¥  Mandatory- First Requisite Programs *  Mandatory- Second Requisite Programs ®%  MBE Set-aside ® Status: Approved Search
Products : CRP30485-1 x

r 0 Selected Add Non-Catalog Item

Quantity Image Commodity £ Product Code® %  Supplier % Name % Product Summary State Contract Nu

Liquid
Disinfectant

LOTT Sanitizer bottles (case: 12) (38502)
ra 1 o~ @® Add to Cart Hand sanitizer CRP30485-1 INDUSTRIES Lott Liquid Hand Sanitizer & Surface CRP30485

5
INC 80%Alc. 1 piginfectant 80% Alc. 12/Case 1 L Bottles

L bottles .
(case: 12) & Sprayers - Made in USA

Liquid Disinfectant Sanitizer 80% Alc. 1L

4. Once you have the item you are looking for, update the quantity as
needed and then click Add to Cart. Continuing adding other items
to your cart as needed and then begin the checkout process.

For additional details on how to submit a hosted catalog purchase
requisition, click here.




Starting the Purchase Requisition Process

Scenario 2: Contract With a Punchout Catalog

This scenario covers the instance when a user selects a contract that
contains a single item that references a punchout in the Price List tab
of that chosen contract. The user will then take the following steps to
launch the punchout and submit a purchase requisition for approval.

1. Open a contract and navigate to the Price Listtab. If the Price List
tab contains a single item that references a punchout, the contract
has been set up with a punchout catalog.

< D Contract 1=}

% Contract tree view @

i Header Contract Type Contract Tags

B Negotiated Terms

& Contacts
B Documents

@ Orders ¢ Hardware ~ RS901921 Punchout R§901921 Each 3/5/2021 6/30/2023 GPC511 |
GPC511

Quantity Commodity ProductCode @ Name  Product Reference @ Price Currency UOM Validity Start Date @ Validity End Date @ Tag  Sourcing Event Index Number ¢

& Amendment Orders

Workflow

2. Navigate to the Browse Iltems page and search for the associated
items.

Suppliers Sourcing Contracts Shop Procurement Release & Permit Analytics Public Request

OhioBuys

Admin Browse ltems

3. On the Browse Items page, users can search for specific contract
numbers in the search bar and have the option to remove filter tags
by clicking on the X icon next to each filter.

Note: No items will be displayed if all filters
are removed, and no keywords are specified

Q Search Reset

Filters Tag: Mandatory- DAS CU'1'_'=_‘|LLD Mandatory- First Requisite Programs D Mandatory- Second Requisite Programs D MBE Set abiLIt'D

15



Starting the Purchase Requisition Process

Suppliers Sourcing Contracts Shop Procurement Release & Permit Analytics Public Request

ChioBuys A £° @ ras.

Admin

w Browse Items @ search

=

Filters Tag: Mandatory- DAS Contract %  Mandatory- First Requisite Programs % Mandatory- Second Requisite Programs % MBE Set-aside X Status: Approved

(a4 0 Selected Add Non-Catalog ltem

Quantity Commodity ¢ Product Code® & Supplier & MName % ProductSummary State Contract Number &

Liquid
Disinfectant

LOTT Sanitizer bottles (case: 12) (38502)
(B ® Add to Cart Hand sanitizer CRP30485-1 INDUSTRIES Lott Liquid Hand Sanitizer & Surface CRP30485
INC

BOHAIC.- 1 pysinfectant BO% Alc. 12/Case 1 L Bottles

L bottles p
(case: 12) & Sprayers - Made in USA

Liquid Disinfectant Sanitizer 80% Alc. 1 L

Liguid
Disinfectant  Liquid Disinfectant Sanitizer 80% Alc. 200
LOTT Sanitizer ml bottles (case: 24} (38503)
o - Hand sanitizer CRP30485-2 INDUSTRIES ~ 80% Alc. Lott Liquid Hand Sanitizer & Surface CRP30485
INC 200 mL Disinfectant B0% Alc. 24/Case 200mL
bottles Bottles & Sprayers - Made in USA
(case: 24)

Liquid
LT Disinfectant  Liquid Disinfectant Sanitizer 80% Alc. 270
- Sanitizer gal-tote (38504)
- x -
o Add 1o Cart Hand sanitizer  CRP30485-3 INSYSTRIES gos; Ale. Liquid Disinfectant Sanitizer 80% Alc. 270 CRPo0485
270 gal- gal-tote - Made in USA
tote

4. Locate the relevant line item and then click the Shop Online
to launch the punchout catalog.

= 0 Selected

Quantity Commodity = Product Code @ = Supplier =

Name =

Paper
» Wed . AMAZON  Amazon
PR - PMrztdu.:SLs and  AmazonPunchout  GEEION  CERR

5. Add the item(s) you need to purchase from the punchout catalog
according to that Supplier’s purchasing process.

For additional details on how to submit a punchout catalog purchase
requisition, click here.




Starting the Purchase Requisition Process

Scenario 3: Contract With Variable Pricing Line Items

This scenario covers the instance when a user selects a contract that
contains item(s) close to $0.00 in the Price List tab of that chosen
contract. The user will then take the following steps to update the
purchase requisition accordingly and submit for approval.

1. Open a contract and navigate to the Price Listtab. If the Price List
tab contains item(s) with $0.00 or close to $0.00 line items, the
contract has been set up with variable pricing line items.

Contract: CSP906618 - LICENSE PLATE STICKER PRINT ON DEMAND. Amendment #3 (Approval in Progress)

m Extract all Documents to Zip File
Contract Typ Contract Tag
Corr s
Update Date
v Quantity =~ Commodity ¢ ProductCode® # Name % Product Reference @ % Price Currency ¢ UOM & Validity Start Date @ ¢ Validity End Date @ ¢ Tag Availability
Ind Print on Demand (POD)
v pri <tic ‘k!_! - 0.314 UsD Each 3/1/2023 12/31/2023 Q
ser o

2. Navigate to the Browse Items page and search for the associated
items.

Suppliers Sourcing Contracts Shop Procurement Release & Permit Analytics Public Request

OhioBuys

Admin Browse ltems

3. On the Browse Items page, users can search for specific contract
numbers in the search bar and also have the option to remove filter
tags by clicking on the X icon next to each filter.

Note: No items will be displayed if all filters are removed and
no keywords are specified

Q Search Reset

Filters Tag: Mandatory- DAS CU'1'_'=_‘|LLD Mandatory- First Requisite Programs D Mandatory- Second Requisite Programs D MBE Set abiLIt'D

17



Starting the Purchase Requisition Process

Ohio Buys Supolors  Sourdn s curemont  Ivoking  Rekate & Pormit  Aulytics  PubicReguest  Admin oy 9 fager S,

< 90 Browse Items w

Filters Tag: Mancatory: DAS Coetract X Mandiatory- Firy

State Contract Nomber Index Number Manetacturer Price Validity Stz Date  Validity End Date EOD Status Tag  Link to:

4.100

4. Alist of items appear that can be added to the purchase
requisition. Click Add to Cart to add the generic line item to a
purchase requisition.

Quantity Image Commodity + Product Code ® ¢ Supplier & Name ¢ Product Summary State Contract Number ¢  Index Number ¢  Manufacturer &  Price

Print on

am Demand  Print on Demand (POD) Stickers (9888) -

COMPANY ~ (POD)  Print on Demand {POD) Stickers CsPr0e61s DPso24 Corporation 0.314
Stickers

Industrial
PRARETN B Addto Cart printing C5P906618-1
services

5. Click Checkout to be navigated to the purchase requisition page,
where you can add shipping information and update the item.

REQDODO105862 - @~ P
» | Req. 2/22/2023 m

Print on Demand (POD) Stick...
1 Q- 0.314 USD

Total (Excl. Tax)




Starting the Purchase Requisition Process

6. Scroll down to the line item at the bottom of the purchase
requisition and then click the Pencil (¢ ) icon next to the line item
to update the price.

Suppliers Sourcing Contracts Shop Procurement Release & Permit Analytics

H L] "
OhioBuys A 2° @ ras.
Public Request Admin
A . aie 1
< O Requisition: REQO000105862 - Req. 2/22/2023 (Draft) Search |

: T IR cre ki
# Items & Services
L
Add a line
=

(ad I d
v
| # Ref. Item description Supplier Ordered Quantity Unit Price Total

105862-1  Print on Demand (POD) Stickers  Print on Demand (POD) Stickers  ( 3M COMPANY ) 100  Each 0.314 0.314

1 Record(s)

7. Update the pricing and enter the corresponding quote ID. In
addition, users should attach the quote to the header of the PR as
a justification document and may also need to update the item
name.

Pricing

0.3140 UsD

Total Amount
0.314

Supplier Quote ID @

Do you want to apply a Speed Chart?
O Yes
(O Neo

For additional details on how to submit a hosted catalog purchase

requisition, click here.
19



Starting the Purchase Requisition Process

Scenario 4: Contract With No ltems
This scenario covers the instance when a user selects a contract that
has no items listed in the Price List tab of that chosen contract. The

user will then need to create a freeform purchase requisition to submit
for approval.

1. Open a contract and navigate to the Price Listtab. If the Price List
tab contains no items, the contract has no catalog and freeform
items will need to entered to complete a purchase.

o Contract

s3a Contract tree view @

i Header Contract Type Contract Tags

Competitive Selection

Negotiated Terms

‘= Contacts

Documents

0 Result(s)

B Pricelist

For more details on how to add freeform line items to a purchase
requisition and complete the checkout process, click here.

20



Purchasing Services in OhioBuys

Coordinating purchases of services with a Supplier prior to
completing/submitting a requisition is a best practice. In addition to
making sure the Supplier is able to provide the service, this
coordination assures that the buyer and Supplier are on the same
page with respect to costs, scope of work, deliverables, and
performance timeframes.

When submitting a purchase requisition for services, it's important to
attach any documentation describing and supporting the reasons for
and specifics of the purchase. This can be a letterhead quote, but it
may also be a SOW document from the Supplier or copies of emails
between the buyer and the Supplier. Detailed instructions on how to
insert attachments, and the different attachment types can be found in
the respective sections for each of the purchase requisition types..

All of this information must be reviewed prior to authorizing the
purchase and, as necessary, additional information can be requested
from the buyer.

In addition, please note that the Delivery Date field for a line item will
not be shown if the Product Type is changed from Product to Services.

The checkout page is displayed. Any fields with a red asterisk indicate
a mandatory field that must be completed.

OhioBuys should not be used to create requisitions for travel
expenses.

21



Capital Purchases in OhioBuys

OhioBuys is capable of processing capital purchases and is the
preferred platform through which State users should create these
purchase requests.

Capitally-funded purchases that are not referencing a contract or
release and permit issued by OFCC can be completed in OhioBuys.

However, OhioBuys should not be used for the creation of capital
purchases that reference an Ohio Facilities Construction Commission
(OFCC) contract. Additionally, OhioBuys should not be used in
Instances where a capital purchase requires the use of an OFCC-
iIssued release and permit.

If the capital purchase is in reference to an OFCC contract, and/or
references an OFCC-issued release and permit, users should enter
the purchase directly into OAKS.

Otherwise, all other capital purchases can and should be entered into
OhioBuys.

22



SUBMIT A GOODS AND/OR
SERVICES REQUEST

Overview

 What’s Covered: This section outlines the process for creating

and submitting a request for goods and/or services in
OhioBuys

* Roles: Requesters
Used When: Purchasing items in OhioBuys




Ohio Buys Submit a Goods and/or Services Request

Step-by-Step Instructions for Submitting a Goods and/or Services Request

1 Log in to OhioBuys. From the Main Menu Navigation bar, click Shop and then select Browse
Items from the drop-down menu.

The Browse ltems page is displayed. On this page, you can enter a variety of searchterms to
search for goods and services. Enter search terms in the Keywords field (must be at least three
characters) and then click Search. Search terms can include descriptors for the item such as
item label description, item number, index number, manufacturer part number, etc. You can
also search using additional filters such as Manufacturer, Supplier or State Contract Number

by clicking the More Filters () icon. m
Reset

The search results on the Browse ltems page are filtered to only show items that contain an
item tag. An items tag indicates if an item is tied to a Mandatory First Requisite, Mandatory
Second Requisite, or Mandatory DAS Contract. In addition, item tags also indicate if an item
has Dealers or is linked to an MBE Set-Aside contract. In order to search for items that do
not have any tags, you must remove the item tag filters from your searchterms. If you
remove all tags and do not have any search terms then no items will come up.

Onthe results page, choose your item(s) by selecting the checkbox(es) next to the item(s).
Once you have selected the checkbox(es), you can adjust the quantity by manually inputting
the quantity.

You can also change the order in which columns are displayed in the search results by right-
clicking on any column name. From the subsequent menu, drag and drop the order of the
displayed columns to fit your needs.

To compare items side-by-side on the Browse ltems page, click the Checkbox icons for the
items you wish to compare and then click Compare selection.

If you cannot find the good or service you would like to request, you will need to click the
3 Add Non-Catalog ltem button. Refer to the Submit a Freeform Purchase Requisition section
of this Learner Guide for details.

~ 2 Selected Add selection to cart Add to a Shopping List ompare selection Add Non-Catalog Item

Quantity Image Commodity Product Code @ Supplier Name

Once you have selected your item(s) and adjusted the quantity respectively, click Add
selection to cart. Please note, in some scenarios, you may be prompted to select a feature
(e.g., color, size, etc.) for the item you add to your cart.

24



Ohio Buys Submit a Goods and/or Services Request

Step-by-Step Instructions for Submitting a Goods and/or Services Request

The specified item has been added to your shopping cart. To begin the checkout process, click

Checkout.
[ oo ]

The checkout page is displayed. Any fields with a red asterisk indicate a mandatory field that
must be completed.

Requisition: REQO000105867 - Req. 2/2. 123 (Draft)

Comments to Supplier

~ Additional Agency Approvers

Update the Requisition Label using your agency’s agreed upon naming convention. If
your agency does not have a naming convention, use a brief description of the items and
your initials (e.g. John Doe buys office supplies so the label is “Office Supplies JD”).

Select your Organization, which is the department or division of your agency that this
requisition is for. This field may be pre-populated depending on your access. For example,
if your profile is set up with access to one main organization or if you have identified a
favorite main organization, this will default. Selecting your Organization will also
automatically populate the Business Unit field.

Indicate if you would like receiving to be required in OhioBuys. By default, this field will
auto-populate as No. If you select Yes, a receipt must exist in OhioBuys in order for any
Supplier submitted invoices to be processed.

Select the requisition’s Ship To address. If you cannot find the shipping address, click the
‘+’ icon to provide a one-time delivery address.

You should also update the Attn field with the name of the person who will be responsible
for receiving the items, if applicable.

If necessary, enter and select any Additional Agency Approvers. If any Additional
Agency Approvers are selected, one of these user will need to approve your purchase
requisition before it is routed to your Supervisor (for Requesters) or your Agency
Procurement Approvers (for Requisitioners).

Click Save.




Ohio Buys Submit a Goods and/or Services Request

Step-by-Step Instructions for Submitting a Goods and/or Services Request

If you are applying your own Pcard to your purchase requisition, please refer to Submit a Pcard
Requisition beginning with step 5 on pg. 33 for instructions on how to complete the purchase
requisition.

Onthe right side of the page, update your billing address in the Bill To field. To complete this
field, begin typing the address and then select it when it appears in the drop-down menu.

P003945 DPS EMA OPERATIONS Origin 986 2855 W. Dublin-Granville Rd o- +

Columbus
DPS EMA OPERATIONS Origin 986

2855 W. Dublin-Granville Rd
OR email to: EMAInvoices@dps.chio.gov
43235 Columbus
Ohio
UMITED STATES

Enter the Request Description, as well as any applicable Comments to Supplier. This
information can be added at both the header and line item level.

Request Description

@

Comments to Supplier

Click the Save button. .




Ohio Buys Submit a Goods and/or Services Request

Step-by-Step Instructions for Submitting a Goods and/or Services Request

At the bottom of the main checkout page, you will see your individual line items. Click the
Pencil (4 ) icon next to each line item to make your mandatory and/or optional additions to
specific fields.

For each line item, you must selectan Order Supplier, whichis the address of the Supplier

that will fulfill your order. It is also recommended that you select a Supplier Contact if one is
available.

a) Onthe right side of the page, select an Order Supplier from the drop-down menu.

Note that when making purchases referencing certain contracts, the Order Supplier
field will populate automatically

b) Select a Supplier Contact from the drop-down menu if one is available.

Select Supplier

Supplier
LOTT INDUSTRIES INC

(Order Supplier @
LOTT INDUSTRIES INC

Supplier Contact

To update the Order Supplier, Supplier Contact, Delivery Date, and Attn fields for multiple line
items:

1) Click the Pencil (¢#') icon next to one of the items to open it.

Items & Services

Add a line
™ 0 Selected

# < Ref. £ Item description < Supplier ]
y:Y 105867-1 LDSLIL Liquid Disinfectant Sanitizer 80% A..  (LOTT INDUSTRIES INC) LOTT INDUSTRIES INC

1 Record(s)

2) Select the Order Supplier and Supplier Contact.
Select Supplier

Supplier
LOTT INDUSTRIES INC

(Order Supplier @
LOTT INDUSTRIES INC

Supplier Contact

3) If desired, select/update the Delivery Date and populate the Attn field.

Delivery Date™ Attn
&= 3/1/2023 Learner Guide
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Step-by-Step Instructions for Submitting a Goods and/or Services Request

4) Click Save. You must save these changes before applying the updates to all line items in

the order.
@ Save

5) Click Apply Order Supplier/Contact To All Line Items to automatically update the Order
Supplier, Supplier Contact, Delivery Date, and Attn for all line items from that Supplier.
Note that this will have no effect on other line items that are from different Suppliers.

Apply Order Supplier/Contact To All Line Items

1 Once you have finished making updates to the line item’s information, click Save & Close.
Save & Close

Continue making updates to any remaining line items. When you have successfully completed
the mandatory and optional fields, as well as resolved any applicable alerts, click Submit for

Approval.
Submit for Approval

Your requisition has been submitted for review and has been sent to your supervisor for
approval.

A Requester cannot update a purchase requisition once it has been submitted unless the

purchase requisition is rejected back to them. If you need to make updates after submitting

a purchase requisition, add your requested changes in the Comment section on the

Workflow tab and a Requisitioner can make updates on your behalf as they complete their
13 review.

If you would like to print the details of your requisition, click the Print (£ ) icon in the top
right of the page.

Onthe Workflow tab, you can see where your requisition is in the approval process. Steps
in green are completed steps, while steps in orange are in progress. As action is taken on
your requisition, the Approval History section on the bottom of this page will be updated with
the names of the individuals who have taken action on the requisition.
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SUBMIT A PCARD
PURCHASE REQUISITION

Overview

 What’s Covered: This section outlines the process for creating

and submitting a purchase requisition using a Pcard within
OhioBuys

* Roles: Requesters, Requisitioners
Used When: Purchasing items in OhioBuys with a Pcard




Ohio Buys Submit a Pcard Purchase Requisition

Step-by-Step Instructions for Submitting a Pcard Purchase Requisition

Per the Procurement Manual, the maximum transaction purchase amount using a Pcard is
$5,000, unless otherwise approved by the OBM Payment Card Administrator. If a user
attempts to create a Pcard transaction in OhioBuys above $5,000, the following blocking alert
will be displayed: "Pcard Amount in excess of $5,000".

A Pcard purchase under the $5,000 maximum will not require justification documents nor
supplier quotes. Additionally, if a Pcard purchase under $5,000 is submitted without adding any
Additional Agency Approvers, it immediately becomes a Pcard order and is sent to the
associated Supplier. Agencies should check with their Agency Admins to see when Additional
Agency Approvers should be added.

OhioBuys Pcard orders are not sent to OAKS. If an agency would like to create an
encumbrance that they intend to liquidate with a Pcard when invoices are submitted, a non-
Pcard order may be created in OhioBuys (which will then integrate to OAKS). These POs must
be set up with a Unit of Measure of "AMT™ and a quantity of 1 (when “AMT” is selected as the
Unit of Measure, the line quantity will automatically be setto 1). OhioBuys uses a non-blocking
alert to make users aware of this when the Unit of Measure is "AMT" and reminds agencies to
verify the price on the line item before completing their purchase requisition.*

If you are completing an After-the-Fact Pcard purchase be sure to indicate this in the
comments section. Otherwise the processes is unchanged.

Log in to OhioBuys. From the Main Menu Navigation bar, click Shop and then select Browse
Items from the drop-down menu.

Onthe Browse ltems page, you can enter a variety of
searchterms to search for goods and services. Enter | OhioBuys
search terms in the Keywords field (must be at least

three characters) and then click Search. ¢ 3 dr | Browselo

e A A e Myma W,

T
Search terms can include descriptors for the item such
as item label description, item number, index number, | e m s sisc s mopsiro v
manufacturer Part number, etc. You can also search
using additional filters such as Manufacturer, Supplier or State Contract Number by clicking the
More Filters (T )icon.

If no suitable alternative for the item you need is available in either a hosted or punchout
catalog, you can create a freeform line item by clicking the Add Non-Catalog Item button.

Add Non-Catalog Item

For more information on how to specifically purchase a hosted, punchout, or freeform line
item, please refer to the next three chapters of this Learner Guide.

To begin the checkout process, clickthe Checkout icon. @

.-
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Step-by-Step Instructions for Submitting a Pcard Purchase Requisition

Requisition: REQO000105867 - Req. 2/2. 023 (Draft)

Header

Requisition ID

Comments to Supplier

~  Additional Agency Approvers

Update the Requisition Label using your agency’s agreed upon naming convention. If
your agency does not have a naming convention, use a brief description of the items and
your initials (e.g. John Doe buys office supplies so the label is “Office Supplies JD”).

Select your Organization, which is the department or division of your agency that this
requisition is for. This field may be pre-populated depending on your access. For example,
if your profile is set up with access to one main organization or if you have identified a
favorite main organization, this will default. Selecting your Organization will also
automatically populate the Business Unit field.

Indicate if you would like receiving to be required in OhioBuys. By default, this field will
auto-populate as No. If you select Yes, a receipt must exist in OhioBuys in order for any
Supplier submitted invoices to be processed.

Select the requisition’s Ship To address. If you cannot find the shipping address, click the
‘+’ icon to provide a one-time delivery address.

You should also update the Attn field with the name of the person who will be responsible
for receiving the items, if applicable.

If necessary, enter and select any Additional Agency Approvers. If any Additional
Agency Approvers are selected, one of these users will need to approve your purchase
requisition before it is processed into a purchase order.

Click Save.

Update the Purchase Requisition Type field to Pcard Purchase by selecting it from the drop-
down menu.

Type*
Standard Purchase [ I

Pcard Purchase

Schedule Lines
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Step-by-Step Instructions for Submitting a Pcard Purchase Requisition

Click Save.

The Bill To address will automatically update to the Pcard billing address.

Select the Budget Date. By default, this field populates with the date the requisition is created,
but it can be future dated to create a purchase requisition for the next fiscal year. If a
Controlling Board Number is going to be required for the purchase requisition, ensure the
Budget Date is greater than or equal to the ECB Waiver Date.

Budget Date ™
= 2/22/2023

(O v 2023 - March 2023

Su Ma e Tu We Th
2

?

16

23

Onthe right side of the page, enter the Request Description, as well as any applicable
Comments to Supplier. This information can be added at both the header and line item level.
Information input in the Comments to Supplier field will be visible to Suppliers on the printed
purchase order, however information in the Request Description field will not be.

Request Description

@

Comments to Supplier

Click Save.

=




Ohio Buys Submit a Pcard Purchase Requisition

Step-by-Step Instructions for Submitting a Pcard Purchase Requisition

At the bottom of the main checkout page, you will see your individual line items. Click the
Pencil (#") icon next to each line item to make your mandatory and/or optional additions to
specific fields (e.g., Supplier contact, ordered quantity, pricing information, etc.).

If you want to edit multiple line items at one time (e.g., mass select a delivery date),
complete the following:

a)

b)
c)

d)

Click the Individual Checkbox icon next to the individual line items to select multiple
individual line items or click the Select All Checkbox icon above the line items to
mass edit all the line items and click the Edit Lines button.

Add a line Delete Lines Copy Selected Lines Edit Lines

+ 2 Selected

# Products types Ref. Item description Supplier Ordered Quantity Unit
[  1530-2 Product 163460 Bostitch(R) B8(R) Impulse(TM) 45 El...  ( GBEX LLC ) GBEX LLC 1.00 Each 1

M  1530-1 Product 892729 Bostitch(R) B8(R) PowerCrown(TM) Pr... ( GBEX LLC ) GBEX LLC 10.00 BX

To update the Delivery Date, select it from the Delivery Date field.

Click the Add radio button or Replace radio button for each of the fields you updated.
Note that Add will add a value in a blank field only, whereas Replace will replace the
current value with the new one selected.

Click the Save & Close button. mD ==

Field Value Do not copy Jadd @ Replace @}

Commodity
Contract
Supplier

Order supplier

Supplier contact

Delivery date [ 4/22/2020
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Step-by-Step Instructions for Submitting a Pcard Purchase Requisition

To update the Order Supplier, Supplier Contact, Delivery Date, and Attn fields for multiple line
items:

1) Click the Pencil (¢) icon next to one of the items to open it.

Add a line

~ 0 Selected

# % Ref. % Item description % Supplier

105876-1 LDSLIL Liquid Disinfectant Sanitizer 80% A..  ( LOTT INDUSTRIES INC ) LOTT INDUSTRIES INC

r':y
A 105876-2 LDSLIL  Liguid Disinfectant Sanitizer 80% A..  ( LOTT INDUSTRIES INC ) LOTT INDUSTRIES INC
a

105876-3  N/A Standard Bath Towels, Dark Green ( GOODWILL INDUSTRIES OF AKRON OHIO INC )

3 Record(s)

2) Select the Order Supplier and Supplier Contact.

Select Supplier

Supplier
LOTT INDUSTRIES INC

Order Supplier @
LOTT INDUSTRIES INC

Supplier Contact

If desired, select/update the Delivery Date and populate the Attn field.

Delivery Date” Attn
= 3/1/2023 Learner Guide

Click Save. You must save these changes before applying the updates to all line items in

the order.

Click Apply Order Supplier/Contact To All Line Items to automatically update the Order
Supplier, Supplier Contact, Delivery Date, and Attn for all line items from that Supplier.
Note that this will have no effect on other line items that are from different Suppliers.

Apply Order Supplier/Contact To All Line Items




Ohio Buys Submit a Pcard Purchase Requisition

Step-by-Step Instructions for Submitting a Pcard Purchase Requisition

When reviewing the line item details for an individual line item, you can update information in
the following sections:

a) Describe the Item: You are able to update the Ordered Quantity and Delivery Date fields
as needed.

b) Select Supplier:In some scenarios, you can select a Supplier Contact if the Supplier has
multiple order contacts listed on their profile. Note that when making purchases referencing
certain contracts, the Order Supplier field will populate automatically. You should also
update the Supplier Location field according to the information that Supplier has listed in
OAKS.

If a Controlling Board number is required and you have already received one for this
purchase, enter it in the Controlling Board Number field at the bottom of the Select
Supplier section.

Describe the item Select Supplier
ID Supplier
ER L Al LOTT INDUSTRIES INC 1
536607 ¢
Order Supplier @
Name ltem Code LOTT INDUSTRIES INC o- &
Liquid Disinfectant Sanitizer B0% Alc. 1 L bottles (case: 38502

Supplier Contact
Ordered Qty ™

1.00 Case o- Supplier Location @
Commodity Profile ID EFT
11 53131626 - Hand sanitizer -
O Use Non-Default Supplier Location
MBE Set Aside
N 0- @) Dealers Available
Delivery Date™ Controlling Board Number @

3/2/2023

c) Pricing: You are able to adjust the price for hosted and punchout catalog items, as
needed. Whenever you adjust the price, you will also need to specify a Supplier Quote ID
and upload a copy of the quote as a justification document. The price can also be adjusted
after conducting a quick quote within OhioBuys. Please refer to the Creating and Awarding
Quick Quotes Learner Guide for instructions on how to conduct a quick quote.

d) Define Delivery Place: If desired, you can define a different delivery place for each item.

Pricing Define delivery place
8.54 IS .
118.5400 usD Ship to
Total Amount
118.540 Ship to
PO0319% DRC APA HIGHLAND OFFICE DRC APA Highland Office Hillsbore @ = F

Supplier Quote ID @
DRC APA HIGHLAND OFFICE
DRC APA Highland Office

Do you want to apply a Speed Chart? 1005 High St, 1stFl.
) 45133-1487 Hillsboro

O Yes Ohio

O Mo UNITED STATES

Attn
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Submit a Pcard Purchase Requisition

OhioBuys

Step-by-Step Instructions for Submitting a Pcard Purchase Requisition

e) Budget Information: Expand this section to add chartfield information for the line item.

Chartfield information is not required for Pcard purchases unless directed by your
agency. Please consult with your agency admin to confirm whether or not your Pcard
purchases require chartfield information.

The information entered in this section is the same information that was previously
provided in OAKS. Requesters or Requisitioners are not required to enter chartfield
information. Chartfield information locks after the Fiscal Approver completes their

review.

~ Budget Information

Unallocated Percentage &

+ Allocation 0.00

Duplicate = ID ¢ Fund Code

GRF - GENERAL

12924 REVENUE

L] )

Remaining Quantity to be Allocated <

0.0000

Account

521071 -

- LIVESTOCK,
POLILTRY & FISH
SUPP

ALl

1001699 -
INVESTMENT
EARNINGS

Chartfield lines can be duplicated by clicking the Copy (1) icon or deleted by clicking
the Trashcan (@) icon.

When adding chartfield information, users can click + Allocation to add an additional
chartfield string.

+ Allocation

Users can update fields in multiple chartfield strings at once by clicking the Checkbox
() Icon next to the strings they want to update and then clicking Edit Lines.

Edit Lines

This opens the Allocation Mass Update page where users can apply chartfields to all
selected lines.

Allocation Line Mass Update

Fund

Account

How a user allocates their chartfields will depend on the UOM selected for the line
item. Users should only enter allocations for items with an UOM of AMT in the Incl.
Tax Amount (USD) field. items with any UOM that is NOT AMT should be allocated
using the Percentage field.

Site ® Budget Reference

Percentage Incl. TaxAraj\;lBt]:

ADJ112030 Admin @ ~

Support Services 5100 % 1,326,051.000

OhioBuys allows percentage allocations with precision up to 2 decimal places, (e.g.,
1.00%) and when allocating by amount, will round up or down based on percent to two
decimal places. (e.g., 1.006% will round to 1.01% and adjust the amount accordingly)

A table displaying the remaining percentage/quantity to be allocated is visible at the
top of the Budget Information section.

Unallocated Percentage 2

1.00

Remaining Quantity to be Allocated %

0.0100




Submit a Pcard Purchase Requisition

OhioBuys

Step-by-Step Instructions for Submitting a Pcard Purchase Requisition

To view all of the chartfield information used in a purchase requisition, users can expand the
Chart of Account Values section on the requisition header. When reviewing the Chart of
Account Values table, please note that:

v~  Chart of Account Values

# Fund Code Account ALI Department

4264-1 GRF 521081 130321 DAS101110

4264-1 GRF 521081 130321 DAS101210

2 Result(s)

a) The # column will correspond to the # column in the ltems grid denoting different line
items.

Items

Add aline

= 0 Selected

Edit # Ref. Item description Ordered Quantity Unit Price Total Deliv. date End Date
& 1 A]4264-1J1111 Class 2 H Stripe High Visibility Ve... 1 Each 100.000 100.000 6/24/2021

1 Result(s)

b) The ID column corresponds to the unique ID given to each chartfield string (i.e., distribution
line) in the line items.

~  Budget Information

To be allocated

+ Allocation 2000

00—

Fund Code

GRF - GENERAL
REVENUE

GRF - GENERAL
REVENUE

Account

521081 - WEARING
APPAREL -
EMPLOYEES

521081 - WEARING
APPAREL -
EMPLOYEES

ALl

130321 - STATE
AGENCY SUPPORT
SERVICES

130321 - STATE
AGENCY SUPPORT
SERVICES
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Step-by-Step Instructions for Submitting a Pcard Purchase Requisition

13 Once you are done making updates to the line item’s information, click Save & Close.
Save & Close

Continue making updates to any remaining line items using Steps 12-13. When you have
successfully completed the mandatory and optional fields, as well as resolved any applicable
alerts, click Submit for Approval.

Submit for Approval

In some scenarios, a Requisitioner or Procurement User will want to complete the Quick
Quote process prior to submitting a requisition. The action that is taken at this point is
dependent on the details of the purchase requisition and your agency’s procurement
policies. Please refer to the Creating and Awarding Quick Quotes Learner Guide for details
on the Quick Quote process.

If a user has multiple Pcards, they will need to select which one should be applied prior to
submitting the requisition. The Pcard can be selected on the Pcard tab.

i Purchase Requisition

B Pcard Pcard

h Controlling Board Select applicable Pcard *

Workflow Training Pcard -

After your requisition has been submitted for review, you can check its approval status at any
time.

If you would like to print the details of your requisition, click the Print icon in the top right of
the page.

Onthe Workflow tab, you can see where your requisition is in the approval process. Steps
in green are completed steps, while steps in orange are in progress. As action is taken on

your requisition, the Approval History section on the bottom of this page will be updated with
15 the names of the individuals who have taken action on the purchase requisition.

If no Additional Approvers are added, and the purchase is below the Controlling Board
Threshold, then a Pcard order will be automatically generated for the purchase requisition.

You will receive an email notification whether your purchase requisition is rejected or fully-
approved. Once a purchase requisition is fully-approved, a purchase order will automatically
be created and sent to the associated Supplier.
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SUBMIT AHOSTED
CATALOG PURCHASE
REQUISITION

Overview

 What’s Covered: This section outlines the process for creating

and submitting a purchase requisition for items contained in a
hosted catalog within OhioBuys

* Roles: Requesters, Requisitioners

Used When: Purchasing items that are available directly within
OhioBuys




Ohio Buys Submit a Hosted Catalog Purchase Requisition

Step-by-Step Instructions for Submitting a Hosted Catalog Purchase Requisition

1 Log in to OhioBuys. From the Main Menu Navigation bar, click Shop and then select Browse
Items from the drop-down menu.

The Browse ltems page is displayed. On this page, you can enter a variety of search terms to
search for goods and services. Enter search terms in the Keywords field (must be at least three
characters) and then click Search. Search terms can include descriptors for the item such as
item label description, item number, index number, manufacturer part number, etc.

@

Filters Tag: Mandatory- DAS Contract ¥ Mandatory- First Requisite Programs % Mandatory- Second Requisite Programs X

MBE Set-aside * Status: Approved

To filter your search by other categories, You can also search using additional filters such
as Commodity, Supplier, or State Contract Number by clicking the More Filters (') icon
and applying your filters in the appropriate fields.

=3 - -

Tag

Commodity

Contract

Supplier

Show non valid items

Punchout only

Generic Product
MEBDD Status

Participating Organizations

Market Type

Status

Approved

Shopping List

By default, the search results on the Browse ltems page are filtered to only show items that
contain an item tag. An item tag indicates if an item is tied to a Mandatory First Requisite,
Mandatory Second Requisite, or Mandatory DAS Contract. In addition, item tags also indicate if
an item is linked to an MBE Set-Aside contract. In order to search for items that do not have
any tags, you must remove the item tag filters from your search terms. Remove filters by
clicking the Xicon. No items will be displayed if all filters have been cleared and there are no
keywords.

|Tag: Mandatory- DAS Contract % Mandatory- First Requisite Programs X Mandatory- Second Requisite Programs X MBE Set-aside X
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Step-by-Step Instructions for Submitting a Hosted Catalog Purchase Requisition

Onthe results page, choose your item(s) by selecting the checkbox(es) next to the item(s).
Once you have selected the checkbox(es), you can adjust the quantity by either manually
inputting the quantity or clicking the +’ or ‘=" symbol next to the shopping cart.

You can also change the order in which columns are displayed in the search results by right-
clicking on any column name. From the subsequent menu, drag and drop the order of the
displayed columns to fit your needs. (see General Navigation for more details)

To compare items side-by-side in OhioBuys, click the Checkbox icons for the items you
wishto compare and then click Compare selection.

To shop for selectitems at a later date, clickthe Checkbox icons for the items you wish to
save and then click Add to a Shopping List.

If you cannot find the good or service you would like to request, you will need to click the
Add a Non-catalog Item button. Refer to the Submit a Freeform Purchase Requisition

3 section of this Learner Guide for details.
~ 2 Selected Add selection to cart I Add to a Shopping List I I Compare selection I
Quantity Image  Commodity Product Code @ Supplier Name Product Summary

Liquid

Liquid Disinfectant Sanitizer 80% Alc. 1L
bottles (case: 12) (38502)

Lott Liquid Hand Sanitizer & Surface
Disinfectant 80% Alc. 12/Case 1 L Bottles
& Sprayers - Mad USA

LOTT
v & 1 O- BRI Hand sanitizer CRP30485-1 INDUSTRIES
INC

(case: 12)

Liguid
Disinfectant  Liguid Disinfectant Sanitizer 80% Alc. 200

LOTT Sanitizer ml bottles (case: 24) (38503)
v & 1 - Hand sanitizer ~CRP30485-2 INDUSTRIES 80% Alc. Lott Liquid Hand Sanitizer & Surface
INC 200 mlL Disinfectant 80% Alc. 24/Case 200mL
bottles Bottles & Sprayers - Made in USA
(case: 24)

Once you have selected your item(s) and adjusted quantities, click Add selection to cart.
Please note that in some scenarios you may be prompted to select a feature (e.g., color, size,
etc.) for your item(s).

The specified item will be added to your shopping cart. To begin the checkout process, click

5 Checkout.
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Step-by-Step Instructions for Submitting a Hosted Catalog Purchase Requisition

The checkout page is displayed. Any fields with a red asterisk indicate a mandatory field that
must be completed.

< 9 w Requisition: REQO000105867 - Req. 2/2, 023 (Draft)

Comments to Supplier

~ Additional Agency App:

Update the Requisition Label using your agency’s agreed upon naming convention. If
your agency does not have a haming convention, use a brief description of the items and
your initials (e.g. John Doe buys office supplies so the label is “Office Supplies JD”).

Select your Organization, which is the department or division of your agency that this
requisition is for. This field may be pre-populated depending on your access. For example,
if your profile is set up with access to one main organization or if you have identified a
favorite main organization, this will default. Selecting your Organization will also
automatically populate the Business Unit field.

Indicate if you would like receiving to be required in OhioBuys. By default, this field will
auto-populate as No. If you select Yes, a receipt must exist in OhioBuys in order for any
Supplier submitted invoices to be processed.

Select the requisition’s Ship To address. If you cannot find the shipping address, click the
‘+’ icon to provide a one-time delivery address.

You should also update the Attn field with the name of the person who will be responsible
for receiving the items, if applicable.

If necessary, enter and select any Additional Agency Approvers. If any Additional
Agency Approvers are selected, one of these user will need to approve your purchase
requisition before it is routed to your Supervisor (for Requesters), your Agency
Procurement Approvers (for Requisitioners), or the requisition is processed into a purchase
order (for Pcard purchases only).

Click Save.

If you have the Requisitioner (On Behalf Of) role, you are able to update the Requester
field if the purchase requisition is being created for another user. In order to do this, you
must first select your Organization and then click Save. Requisitioners will only be able to
select users that are within their scope. 42
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Step-by-Step Instructions for Submitting a Hosted Catalog Purchase Requisition

If you would like to make this purchase a Pcard purchase, change the requisition Type by
selecting Pcard Purchase from the drop-down menu, then click Save.

Type*

-

Schedule Lines

For more information on completing a Pcard purchase, please refer to Submit a Pcard
Purchase Requisition.

a) Select the Budget Date. By default, this field populates with the date the requisition is
created, but it can be future dated to create a purchase requisition for the next fiscal year. If
a Controlling Board Number is going to be required for the purchase requisition, ensure the
Budget Date is greater than or equal to the ECB Waiver Date.

b) Expand the Purchasing Options section. From this section, you can indicate if a DAS
sourcing eventis required, as well as if the purchase requisition is Single Source or Sole
Source. In addition, you can also note if the purchase requisition should be put on hold,
and/or if it should not be encumbered.

c) Use the displayed radio buttons to make your selections. If you select that a DAS sourcing
eventisrequired, clickthe Request DAS to Source button to complete the associated
request form, which will then be routed to DAS.

Business Unit" Budget Date”
7 DPS01 - Dept of Public Safety 2/23/2023

> Additional Agency Approvers

> Organization Structure

B Purchasing Options

@) Single Source O Put PR On Hold?

Onthe right side of the page, enter the Request Description, as well as any applicable
Comments to Supplier. This information can be added at both the header and line item level.
Information input in the Comments to Supplier field will be visible to Suppliers on the printed
purchase order, however information in the Request Description field will not be.

Request Description

0]

Comments to Supplier
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Step-by-Step Instructions for Submitting a Hosted Catalog Purchase Requisition

n Click the Save button.

If you need to add an attachment to the purchase requisition, consider the following
information regarding the types of attachments:

* Internal Attachment: Documentation, visible to State users, kept with the purchase
requisition (e.g., internal emails, Supplier quotes) helpful for future reference or
approvals.

« Justification Document: Documentation required when ordering an item on the restricted
commodity list. The restricted commodity list is a list of commodities identified by the
requisite procurement programs as goods/services that require their review before they
can be purchased from a Supplier that isn't a requisite procurement program.

» Supplier Document: Documentation sent to the Supplier with the purchase order.

At the bottom of the main checkout page, you will see your individual line items. Click the
Pencil ( #°) icon next to each line item to make your mandatory and/or optional additions to
specific fields (e.g., Supplier contact, ordered quantity, chartfield information, etc.).

If you want to edit multiple line items at one time (e.g., mass select a delivery date),
complete the following:
a) Click the Individual Checkbox icon next to the individual line items to select multiple

individual line items or click the Select All Checkbox icon above the line items to
mass edit all the line items and click the Edit Lines button.

Add a line Delete Lines Copy Selected Lines Edit Lines

~ 2 Selected

+ [ Edit # Products types Ref. Item description Supplier Ordered Quantity Unit

vil# | @ 1530-2 Product 163460 Bostitch(R) B8(R) Impulse(TM) 45 EL..  ( GBEX LLC ) GBEX LLC 1.00 Each 1]
11 vil# | @ 1530-1 Product 892729 Bostitch(R) B8(R) PowerCrown(TM) Pr... (GBEX LLC) GBEX LLC 10.00 BX

b) To update the Delivery Date, selectit from the Delivery Date field.

c) Click the Add radio button or Replace radio button for each of the fields you updated.
Note that Add will add a value in a blank field only, whereas Replace will replace the
current value with the new one selected.

D
d) Click the Save & Close button. =] C
Field Value Do not copy fAdd @ Replace G}
Commaodity
Contract
Supplier
Order supplier
Supplier contact N .
@ Delivery date 4/22/2020 I
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Step-by-Step Instructions for Submitting a Hosted Catalog Purchase Requisition

To update the Order Supplier, Supplier Contact, Delivery Date, and Attn fields for multiple line
items:

1) Click the Pencil (¢) icon next to one of the items to open it.

Add a line

~ 0 Selected

# % Ref. % Item description % Supplier

105876-1 LDSLIL Liquid Disinfectant Sanitizer 80% A..  ( LOTT INDUSTRIES INC ) LOTT INDUSTRIES INC

r':y
A 105876-2 LDSLIL  Liguid Disinfectant Sanitizer 80% A..  ( LOTT INDUSTRIES INC ) LOTT INDUSTRIES INC
a

105876-3  N/A Standard Bath Towels, Dark Green ( GOODWILL INDUSTRIES OF AKRON OHIO INC )

3 Record(s)

2) Select the Order Supplier and Supplier Contact.

Select Supplier

Supplier
LOTT INDUSTRIES INC

Order Supplier @
LOTT INDUSTRIES INC

Supplier Contact

3) If desired, select/update the Delivery Date and populate the Attn field.

Delivery Date” Attn
= 3/1/2023 Learner Guide

4) Click Save. You must save these changes before applying the updates to all line items in

the order.
| @ Save

5) Click Apply Order Supplier/Contact To All Line Items to automatically update the Order
Supplier, Supplier Contact, Delivery Date, and Attn for all line items from that Supplier.
Note that this will have no effect on other line items that are from different Suppliers.

Apply Order Supplier/Contact To All Line Items
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Step-by-Step Instructions for Submitting a Hosted Catalog Purchase Requisition

When reviewing the line item details for an individual line item, you can update information in
the following sections:

a) Describe the Item: You are able to update the Ordered Quantity and Delivery Date fields
as needed.

b) Select Supplier:In some scenarios, you can select a Supplier Contact if the Supplier has
multiple order contacts listed on their profile. Note that when making purchases referencing
certain contracts, the Order Supplier field will populate automatically. You should also
update the Supplier Location field according to the information that Supplier has listed in
OAKS.

QDescribe the item Select Supplier

ID Supplier

LOTT INDUSTRIES INC

Order Supplier @

.
Name Item Code LOTT INDUSTRIES INC

Liguid Disinfectant Sanitizer 80% Alc. 1 L bottles (case: .. 38502 )
Supplier Contact

Ordered Qty*
1.00 Case 0- Supplier Location

Commodity Profile ID EFrt

53131626 - Hand sanitizer
O Use Non-Default Supplier Location

MBE Set Aside
N O Dealers Available
Delivery Date” Controlling Board Number @
= 3/2/2023

Pricing: You are able to adjust the price for hosted and punchout catalog items, as
needed. Whenever you adjust the price, you will also need to specify a Supplier Quote ID
and upload a copy of the quote as a justification document. The price can also be adjusted
after conducting a quick quote within OhioBuys. Please refer to the Creating and Awarding
Quick Quotes Learner Guide for instructions on how to conduct a quick quote.

d) Define Delivery Place: If desired, you can define a different delivery place for each item.

ricing Define delivery place

118.5400 ShTD to

Total Amount

118.540 Ship to

P00319% DRC APA HIGHLAND OFFICE DRC APA Highland Office Hillsbore €@ = +
Supplier Quote ID @
DRC APA HIGHLAND OFFICE
DRC APA Highland Office
Do you want to apply a Speed Chart? 100 S. High St., 1st Fl.
45133-1487 Hillsboro
O ¥es Chio

O No UNITED STATES

Attn
Speed Chart can be applied @
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Step-by-Step Instructions for Submitting a Hosted Catalog Purchase Requisition

e) Budget Information: Expand this section to add chartfield information for the line item.

Chartfield information is not required for Pcard purchases unless directed by your
agency. Please consult with your agency admin to confirm whether or not your Pcard
purchases require chartfield information.

The information entered in this section is the same information that was previously
provided in OAKS. Requesters or Requisitioners are not required to enter chartfield
information. Chartfield information locks after the Fiscal Approver completes their

review.

~ Budget Information

Unallocated Percentage &

+ Allocation 0.00

Duplicate = ID ¢ Fund Code

GRF - GENERAL

12924 REVENUE

L] )

Remaining Quantity to be Allocated <

0.0000

Account

521071 -

- LIVESTOCK,
POLILTRY & FISH
SUPP

ALl

1001699 -
INVESTMENT
EARNINGS

Chartfield lines can be duplicated by clicking the Copy (1) icon or deleted by clicking
the Trashcan (@) icon.

When adding chartfield information, users can click + Allocation to add an additional
chartfield string.

+ Allocation

Users can update fields in multiple chartfield strings at once by clicking the Checkbox
() Icon next to the strings they want to update and then clicking Edit Lines.

Edit Lines

This opens the Allocation Mass Update page where users can apply chartfields to all
selected lines.

Allocation Line Mass Update

Fund

Account

How a user allocates their chartfields will depend on the UOM selected for the line
item. Users should only enter allocations for items with an UOM of AMT in the Incl.
Tax Amount (USD) field. items with any UOM that is NOT AMT should be allocated
using the Percentage field.

Site ® Budget Reference

Percentage Incl. TaxAraj\;lBt]:

ADJ112030 Admin @ ~

Support Services 5100 % 1,326,051.000

OhioBuys allows percentage allocations with precision up to 2 decimal places, (e.g.,
1.00%) and when allocating by amount, will round up or down based on percent to two
decimal places. (e.g., 1.006% will round to 1.01% and adjust the amount accordingly)

A table displaying the remaining percentage/quantity to be allocated is visible at the
top of the Budget Information section.

Unallocated Percentage 2

1.00

Remaining Quantity to be Allocated %

0.0100
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Step-by-Step Instructions for Submitting a Hosted Catalog Purchase Requisition

To view all of the chartfield information used in a purchase requisition, users can expand the
Chart of Account Values section on the requisition header. When reviewing the Chart of
Account Values table, please note that:

~  Chart of Account Values

Account ALl Department

# Fund Code

4264-1 GRF 521081 130321 DAS101110

4264-1 GRF 521081 130321 DAS101210

2 Result(s)

a) The # column will correspond to the # column in the ltems grid denoting different line
items.

Items

Add aline

= 0 Selecied

Edit # Ref. Item description Ordered Quantity Unit Price
& 1 A)4264-11111 Class 2 H Stripe High Visibility Ve... 1 Each 100.000

1 Result(s)

Total Deliv. date End Date

100.000 6/24/2021

b) The ID column corresponds to the unique ID given to each chartfield string (i.e., distribution
line) in the line items.

v~  Budget Information

Unallocated Percentage # Remaining Quantity to be Allocated 2

+ Allocation 1.00

00—

0.0100

Fund Code Account ALl

GRF - GENERAL
REVENUE

GRF - GENERAL
REVENUE

521081 - WEARING
APPAREL -
EMPLOYEES

521081 - WEARING
APPAREL -
EMPLOYEES

130321 - STATE
AGENCY SUPPORT
SERVICES

130321 - STATE
AGENCY SUPPORT
SERVICES
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Step-by-Step Instructions for Submitting a Hosted Catalog Purchase Requisition

Once you are done making updates to the line item’s information, click Save & Close.
Save & Close

Continue making updates to any remaining line items using Steps 12-13. When you have
successfully completed the mandatory and optional fields, as well as resolved any applicable
alerts, click Submit for Approval.

Submit for Approval

In some scenarios, a Requisitioner or Procurement User will want to complete the Quick
Quote process prior to submitting a requisition. The action that is taken at this point is
dependent on the details of the purchase requisition and your agency’s procurement
policies. Please refer to the Creating and Awarding Quick Quotes Learner Guide for details
on the Quick Quote process.

After your requisition has been submitted for review, you can check its approval status at any
time.

If you would like to print the details of your requisition, click the Print icon in the top right of
the page.

To view the main agency approvers for your requisition, expand the Workflow Main
Approvals section on the Header tab of the purchase requisition.

~  Workflow Main Approvals

Purchase Requisition Activity Approval Type Approved Name Order Performed by Validated on (UTC-5) 1D Agency

DP5-Dept of Public

e - Chapa
123/20 rem £
Req. 2/23/2023 Procurement 37 Tarod 10 1629466 oo

s Do
15 Req. 2/23/2023 Procurement 37 e 10 1629467  DFDeptofPublic
elli Safety

i p . i
Dripps 1629470 DP5-Dept of Public

192/9093 - 7
Req. 2/23/2023 Procuremen t 37 Jeffrey 10 Safety

3 Recordis) =1

Onthe Workflow tab, you can see where your requisition is in the approval process. Steps
in green are completed steps, while steps in orange are in progress. As action is taken on
your requisition, the Approval History section on the bottom of this page will be updated with
the names of the individuals who have taken action on the purchase requisition.

You will receive an email notification whether your purchase requisition is rejected or fully-
approved. Once a purchase requisition is fully-approved, a purchase order will automatically

be created and sent to the associated Supplier.
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SUBMIT A PUNCHOUT
CATALOG PURCHASE
REQUISITION

Overview

 What's Covered: This section discusses the process for

creating and submitting a purchase requisition for items from a
punchout catalog

* Roles: Requesters, Requisitioners

Used When: Creating a purchase requisition from a Supplier
who uses a punchout catalog




Ohio Buys Submit a Punchout Catalog

Purchase Requisition

Step-by-Step Instructions for Submitting a Punchout Catalog Purchase Requisition

1 Log in to OhioBuys. From the Main Menu Navigation bar, click Shop and then select Browse
Items from the drop-down menu.

The Browse ltems page is displayed. To quickly find a Supplier's punchout catalog, enter and
select name of the Supplier in the Supplier field and click Search. By default, the search
results on the Browse ltems page are filtered to only show items that contain an item tag. An
item tag indicates if an item is tied to a Mandatory First Requisite, Mandatory Second
Requisite, or Mandatory DAS Contract. In order to search for items that do not have any tags,
you must remove the item tag filters from your search terms. If you remove all tags and do not
have any search terms then no items will come up. To view only punchout catalogs, Click the
More Filters () icon and selectthe Punchout only checkbox.
Supplier
Q Search Reset -

Show non valid items

' Punchout only

Generic Product

Filters Status: Approved Punchoutonly: «

Punchout catalog items will show a Shop Online icon in the Quantity column instead of an
Add to Cart button. Click the Shop Online icon to view the Supplier's punchout catalog.

~ 0 Selected

Quantity Image Commodity Product Code (@ Supplier Name

Hosted and punchout catalog items’ prices may change as updates are reviewed and
approved by Contract Analysts. Punchout catalog item pricing may change at any time
without approval of a Contract Analyst unless the item is a Market Basket ltem. Market
Basket ltems are listed in a contract’s terms and maintain firm pricing for one year from the
contract’s inception.

The Supplier’s punchout catalog is displayed. Search for and add the item(s) you would like to
purchase. In order to punch back into OhioBuys and transfer your shopping cart over, click
Check Out or Submit Order (the wording of the button will vary depending on the Supplier) on
the Supplier's website. After you submit an order, a notification will typically display thanking
you for visiting the Supplier's website. The notification will inform you that your items will be
transferred back to OhioBuys.

The items from the Supplier's punchout catalog have been added to your shopping cart. To
begin the checkout process, select the shopping cart (™ ) icon to expand the item
=l management window pane and click Checkout.

wa
Fa
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Purchase Requisition

Step-by-Step Instructions for Submitting a Punchout Catalog Purchase Requisition

The checkout page is displayed. Any fields with a red asterisk indicate a mandatory field that
must be completed.

< 9 w Requisition: REQO000105867 - Req. 2/2, 023 (Draft)

Comments to Supplier

~ Additional Agency App:

Update the Requisition Label using your agency’s agreed upon naming convention. If
your agency does not have a haming convention, use a brief description of the items and
your initials (e.g. John Doe buys office supplies so the label is “Office Supplies JD”).

Select your Organization, which is the department or division of your agency that this
requisition is for. This field may be pre-populated depending on your access. For example,
if your profile is set up with access to one main organization or if you have identified a
favorite main organization, this will default. Selecting your Organization will also
automatically populate the Business Unit field.

Indicate if you would like receiving to be required in OhioBuys. By default, this field will
auto-populate as No. If you select Yes, a receipt must exist in OhioBuys in order for any
Supplier submitted invoices to be processed.

Select the requisition’s Ship To address. If you cannot find the shipping address, click the
‘+’ icon to provide a one-time delivery address.

You should also update the Attn field with the name of the person who will be responsible
for receiving the items, if applicable.

If necessary, enter and select any Additional Agency Approvers. If any Additional
Agency Approvers are selected, one of these user will need to approve your purchase
requisition before it is routed to your Supervisor (for Requesters), your Agency
Procurement Approvers (for Requisitioners), or the requisition is processed into a purchase
order (for Pcard purchases only).

Click Save.

If you have the Requisitioner (On Behalf Of) role, you are able to update the Requester
field if the purchase requisition is being created for another user. In order to do this, you
must first select your Organization and then click Save. Requisitioners will only be able to
select users that are within their scope. 52
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Step-by-Step Instructions for Submitting a Punchout Catalog Purchase Requisition

If you would like to make this purchase a Pcard purchase, change the requisition Type by
selecting Pcard Purchase from the drop-down menu, then click Save.

Type™

For more information on completing a Pcard purchase, please refer to Submit a Pcard
Purchase Requisition.

a) Select the Budget Date. By default, this field populates with the date the requisition is
created, but it can be future dated to create a purchase requisition for the next fiscal year. If
a Controlling Board Number is going to be required for the purchase requisition, ensure the
Budget Date is greater than or equal to the ECB Waiver Date.

b) Expand the Purchasing Options section. From this section, you can indicate if a DAS
sourcing event is required, as well as if the purchase requisition is Single Source or Sole
Source. In addition, you can also note if the purchase requisition should be put on hold,
and/or if it should not be encumbered.

c) Use the displayed radio buttons to make your selections. If you select that a DAS sourcing
eventis required, clickthe Request DAS to Source button to complete the associated
request form. —

7 DPSO1 - Dept of Public Safety

Budget Date”
2/23/2023

> Additional Agency Approvers

> Organization Structure

B Purchasing Options

O Single Source O Put PR On Hold?

Onthe right side of the page, enter the Request Description, as well as any applicable
Comments to Supplier. This information can be added at both the header and line item level.
Information input in the Comments to Supplier field will be visible to Suppliers on the printed
purchase order, however information in the Request Description field will not be.

Request Description

0]

Comments to Supplier

53
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n Click the Save button.

If you need to add an attachment to the purchase requisition, consider the following
information regarding the types of attachments:

* Internal Attachment: Documentation, visible to State users, kept with the purchase
requisition (e.g., internal emails, Supplier quotes) helpful for future reference or
approvals.

« Justification Document: Documentation required when ordering an item on the restricted

commodity list. The restricted commodity list is a list of commodities identified by the
requisite procurement programs as goods/services that require their review before they

can be purchased from a Supplier that isn't a requisite procurement program.

» Supplier Document: Documentation sent to the Supplier with the purchase order.

At the bottom of the main checkout page, you will see your individual line items. Click the
Pencil ( #°) icon next to each line item to make your mandatory and/or optional additions to
specific fields (e.g., Supplier contact, ordered quantity, chartfield information, etc.).

If you want to edit multiple line items at one time (e.g., mass select a delivery date),
complete the following:
a) Click the Individual Checkbox icon next to the individual line items to select multiple

individual line items or click the Select All Checkbox icon above the line items to
mass edit all the line items and click the Edit Lines button.

Add a line Delete Lines Copy Selected Lines Edit Lines

~ 2 Selected

« | Edit # Products types Ref. Item description Supplier Ordered Quantity Unit

vil#/ | @ 1530-2 Product 163460 Bostitch(R) B8(R) Impulse(TM) 45 EL..  ( GBEX LLC ) GBEX LLC 1.00 Each 1]
11 vil#/ | @ 1530-1 Product 892729 Bostitch(R) B8(R) PowerCrown(TM) Pr... (GBEX LLC) GBEX LLC 10.00 BX

b) To update the Delivery Date, selectit from the Delivery Date field.

c) Click the Add radio button or Replace radio button for each of the fields you updated.
Note that Add will add a value in a blank field only, whereas Replace will replace the

current value with the new one selected.

d) Click the Save & Close button. el =

Field Value Do not copy fAdd @ Replace ©)
Commeodity
Contract
Supplier
Order supplier
Supplier contact

Delivery date 4/22/2020
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To update the Order Supplier, Supplier Contact, Delivery Date, and Attn fields for multiple line

items:

1) Click the Pencil (¢) icon next to one of the items to open it.

Add a line

~ 0 Selected

# + Ref =

105876-1 LDSLIL
105876-2  LDSLIL

105876-3  N/A

3 Record(s)

Item description % Supplier
Liquid Disinfectant Sanitizer 80% A...  (LOTT INDUSTRIES INC ) LOTT INDUSTRIES INC

Liguid Disinfectant Sanitizer 80% A..  (LOTT INDUSTRIES INC ) LOTT INDUSTRIES INC

Standard Bath Towels, Dark Green ( GOODWILL INDUSTRIES OF AKRON OHIO INC )

2) Select the Order Supplier and Supplier Contact.

Select Supplier

Supplier
LOTT INDUSTRIES INC

Order Supplier @
LOTT INDUSTRIES INC

Supplier Contact

If desired, select/update the Delivery Date and populate the Attn field.

Delivery Date”
= 3/1/2023

Attn

Learner Guide

Click Save. You must save these changes before applying the updates to all line items in

Click Apply Order Supplier/Contact To All Line Items to automatically update the Order
Supplier, Supplier Contact, Delivery Date, and Attn for all line items from that Supplier.
Note that this will have no effect on other line items that are from different Suppliers.

the order.

Apply Order Supplier/Contact To All Line Items
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Step-by-Step Instructions for Submitting a Punchout Catalog Purchase Requisition

When reviewing the line item details for an individual line item, you can update information in
the following sections:

a) Describe the Item: You are able to update the Ordered Quantity and Delivery Date fields
as needed.

b) Select Supplier:In some scenarios, you can select a Supplier Contact if the Supplier has
multiple order contacts listed on their profile. Note that when making purchases referencing
certain contracts, the Order Supplier field will populate automatically. You should also
update the Supplier Location field according to the information that Supplier has listed in
OAKS.

QDescribe the item Select Supplier

ID Supplier

LOTT INDUSTRIES INC

Order Supplier @

.
Name Item Code LOTT INDUSTRIES INC

Liguid Disinfectant Sanitizer 80% Alc. 1 L bottles (case: .. 38502 )
Supplier Contact

Ordered Qty*
1.00 Case 0- Supplier Location

Commodity Profile ID EFrt

53131626 - Hand sanitizer
O Use Non-Default Supplier Location

MBE Set Aside
N O Dealers Available
Delivery Date” Controlling Board Number @
= 3/2/2023

c) Pricing: You are able to adjust the price for hosted and punchout catalog items, as
needed. Whenever you adjust the price, you will also need to specify a Supplier Quote ID
and upload a copy of the quote as a justification document. The price can also be adjusted
after conducting a quick quote within OhioBuys. Please refer to the Create and Release a
Quick Quote Solicitation Job Aid for instructions on how to conduct a quick quote.

d) Define Delivery Place: If desired, you can define a different delivery place for each item.

ricing Define delivery place

118.5400 .
Ship to
Total Amount

118.540 Ship to

P00319% DRC APA HIGHLAND OFFICE DRC APA Highland Office Hillsbore €@ = +
Supplier Quote ID @
DRC APA HIGHLAND OFFICE
DRC APA Highland Office
Do you want to apply a Speed Chart? 100 S. High St., 1st Fl.
45133-1487 Hillsboro
O ¥es Chio

O No UNITED STATES

Attn
Speed Chart can be applied @
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Step-by-Step Instructions for Submitting a Punchout Catalog Purchase Requisition

e) Budget Information: Expand this section to add chartfield information for the line item.

Chartfield information is not required for Pcard purchases unless directed by your
agency. Please consult with your agency admin to confirm whether or not your Pcard
purchases require chartfield information.

The information entered in this section is the same information that was previously
provided in OAKS. Requesters or Requisitioners are not required to enter chartfield
information. Chartfield information locks after the Fiscal Approver completes their

review.

~ Budget Information

Unallocated Percentage &

+ Allocation 0.00

Duplicate = ID ¢ Fund Code

GRF - GENERAL

12924 REVENUE

L] )

Remaining Quantity to be Allocated <

0.0000

Account

521071 -

- LIVESTOCK,
POLILTRY & FISH
SUPP

ALl

1001699 -
INVESTMENT
EARNINGS

Chartfield lines can be duplicated by clicking the Copy (1) icon or deleted by clicking
the Trashcan (@) icon.

When adding chartfield information, users can click + Allocation to add an additional
chartfield string.

+ Allocation

Users can update fields in multiple chartfield strings at once by clicking the Checkbox
() Icon next to the strings they want to update and then clicking Edit Lines.

Edit Lines

This opens the Allocation Mass Update page where users can apply chartfields to all
selected lines.

Allocation Line Mass Update

Fund

Account

How a user allocates their chartfields will depend on the UOM selected for the line
item. Users should only enter allocations for items with an UOM of AMT in the Incl.
Tax Amount (USD) field. items with any UOM that is NOT AMT should be allocated
using the Percentage field.

Site ® Budget Reference

Percentage Incl. TaxAraj\;lBt]:

ADJ112030 Admin @ ~

Support Services 5100 % 1,326,051.000

OhioBuys allows percentage allocations with precision up to 2 decimal places, (e.g.,
1.00%) and when allocating by amount, will round up or down based on percent to two
decimal places. (e.g., 1.006% will round to 1.01% and adjust the amount accordingly)

A table displaying the remaining percentage/quantity to be allocated is visible at the
top of the Budget Information section.

Unallocated Percentage 2

1.00

Remaining Quantity to be Allocated %

0.0100
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Step-by-Step Instructions for Submitting a Punchout Catalog Purchase Requisition

To view all of the chartfield information used in a purchase requisition, users can expand the
Chart of Account Values section on the requisition header. When reviewing the Chart of
Account Values table, please note that:

Chart of Account Values

v

# Fund Code Account ALI Department

4264-1 GRF 521081 130321 DAS101110

4264-1 GRF 521081 130321 DAS101210

2 Result(s)

a) The # column will correspond to the # column in the ltems grid denoting different line
items.

Items & Services

Add a line

—+ 0

# 2+ || Ref. %+ ltem description % Supplier =

105891-1 | BOOOO4YTPX  BIC Round Stic Xtra Life Blue Ballp.. ({AMAZON COM LLC)

& a

1 Record(s)

b) The ID column corresponds to the unique ID given to each chartfield string (i.e., distribution
line) in the line items.

v~  Budget Information

Unallocated Percentage # Remaining Quantity to be Allocated 2

+ Allocation

00—

1.00 0.0100

Fund Code Account ALl

GRF - GENERAL
REVENUE

GRF - GENERAL
REVENUE

521081 - WEARING
APPAREL -
EMPLOYEES

521081 - WEARING
APPAREL -
EMPLOYEES

130321 - STATE
AGENCY SUPPORT
SERVICES

130321 - STATE
AGENCY SUPPORT
SERVICES
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Step-by-Step Instructions for Submitting a Punchout Catalog Purchase Requisition

Once you are done making updates to the line item’s information, click the Save & Close

13 button. Save &

Continue making updates to any remaining line items using Steps 12-13. When you have
successfully completed the mandatory and optional fields, as well as resolved any applicable
alerts, click Submit for Approval.

Submit for Approval

In some scenarios, a Requisitioner or Procurement User will want to complete the Quick
Quote process prior to submitting a requisition. The action that is taken at this point is
dependent on the details of the purchase requisition and your agency’s procurement
policies. Please refer to the Creating and Awarding Quick Quotes Learner Guide for details
on the Quick Quote process.

After your requisition has been submitted for review, you can check its approval status at any
time.

If you would like to print the details of your requisition, click the Print icon in the top right of
the page.

To view the main agency approvers for your requisition, expand the Workflow Main
Approvals section on the Header tab of the purchase requisition.

v Workflow Main Approvals

Purchase Requisition Activity Approval Type Approved Name Order Performed by Validated on (UTC-5) D Agency

DP5-Dept of Public

Req. 2/23/2023 Procurement 37 Chapa 10 1629466 o
Jarrod Safety

: s Deg '
15 Req. 2/23/2023 Procurement 37 Whalen 10 1629467  DPS-Dentaf Public
Kelli Safety

Dripps DP5-Dept of Public

Req. 2/23/2023 Procurement 37 5 10 1629470 .
Jeffrey Safety

3 Record(s) -

Onthe Workflow tab, you can see where your requisition is in the approval process. Steps
in green are completed steps, while steps in orange are in progress. As action is taken on
your requisition, the Approval History section on the bottom of this page will be updated with
the names of the individuals who have taken action on the purchase requisition.

You will receive an email notification whether your purchase requisition is rejected or fully-
approved. Once a purchase requisition is fully-approved, a purchase order will automatically
be created and sentto the associated Supplier.

With the recent Search360 update, users may have the ability to search some punchout
catalogs directly on the Browse ltems page. This is dependent on how supplier(s) configure
their catalogs.
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SUBMIT A FREEFORM
PURCHASE REQUISITION

Overview

What's Covered: This section discusses the process for
creating and submitting a purchase requisition containing
freeform items — items that are made by the user and not
contained in any hosted or punchout catalog — formerly known
as a Special Request purchase requisition in OAKS

* Roles: Requesters, Requisitioners

+ Used When: Creating a purchase requisition for an item that is
not available from a hosted or punchout catalog




Ohio Buys Submit a Freeform Purchase Requisition

Step-by-Step Instructions for Submitting a Freeform Purchase Requisition

Log in to OhioBuys. From the Main Menu Navigation bar, click Shop and then select Browse
(B Items from the drop-down menu.

The Browse ltems page is displayed. On this page, you can enter a variety of searchtermsto
search for goods and services in OhioBuys. Enter search terms in the Keywords field (must be
at least three characters) and then click Search. Search terms can include descriptors for the
item such as item label description, item number, index number, manufacturer part number,
etc. By default, the search results on the Browse ltems page are filtered to only show items that
contain an item tag. An item tag indicates if an item is tied to a Mandatory First Requisite,
Mandatory Second Requisite, or Mandatory DAS Contract. In addition, item tags also indicate if
an item is linked to an MBE Set-Aside contract. In order to search for items that do not have
any tags, you must remove the item tag filters from your searchterms. If you remove all tags
and do not have any search terms then no items will come up.

< O Browse Items

Q Search Reset

Filters Tag: Mandatory- DAS Contract Mandatory- First Requisite Programs Mandatory- Second Requisite Programs MBE Set-aside Status: Approved

If you are unable to find what you are looking for in OhioBuys or if the contract you are ordering
from does not have a price list, you can create a freeform line item. Click Add Non-Catalog
Item.

~ 0 Selected Add Non-Catalog ltem

Some contracts in OhioBuys do not have a price list associated with them. If this is the
case, you will need to add freeform line items to a purchase requisition in order to purchase
from that contract. In addition, as a reminder, you can see if a contract has a price list in
OhioBuys by opening a contract from the Browse Contracts page and navigating to the
Price List tab. If the Price List tab does not contain any items, then you will need to add

3 freeform line items to a purchase requisition in order to purchase from that contract.
it Contract tree view ®
i Header Contract Type Contract Tags
Competitive Selection
B Negotiated Terms
2 Contacts
B Documents e

B Price list
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Step-by-Step Instructions for Submitting a Freeform Purchase Requisition

Complete the following fields in the Describe the Item section:

a)

b)

Enter the Name of the good or service you would like to request. The Name should be a
short description of the good or service.
Enter the Ordered Quantity and adjust the Unit of Measure as needed.
If you plan to encumber to OAKS and enter receipts against the PO, then you mustuse a
Unit of Measure other than "AMT".
If the purchase order is likely to result in multiple invoices, users should not use a quantity-
based unit of measure (i.e., a unit of measure other than 'AMT’) and a quantity. OSS no
longer allows the use of “force pricing” and will reject invoices billing a partial quantity with
a quantity-based unit of measure (e.g., Each) as the unit of measure and 1 as the quantity.
Instead, when multiple invoices are expected for a PO line using a unit of measure that is
not 'AMT", the quantity on the PO line should match or exceed the quantity to be invoiced
and include a per-unit price on each line to achieve the correct total encumbrance.
Enter and select the associated Commodity. You should select the most applicable
commodity code as possible.
If you are having trouble finding the correct commodity in OhioBuys, you can also visit the
UNSPSC website (https://www.unspsc.org/search-code) to search for a commodity. Note
that if a commodity code you wish to selectis not currently in OhioBuys, you will need to
submit a help desk ticket in order for it to be added.
Select the Product type (e.g., Product or Services).
If this purchase is supposed to be an MBE Set Aside or EDGE purchase, select using the
MBE Drop-Down menu. Agencies should also denote on the PO line comments
if vouchers referencing that line item should be flagged as MBE set-aside.

* Mindicates the item is an MBE item

+ Eindicates the item is an EDGE item

* N indicates the item is neither MBE, nor EDGE
Select the Delivery Date (or date range for Services).
In addition, please note that the Delivery Date field for a line item will disappear if the
Product types is changed from Product to Services.

Describe the item

Item Code

Profile ID

MBE Set Aside P

Continuation?

() Yes
O No




Ohio Buys Submit a Freeform Purchase Requisition

Step-by-Step Instructions for Submitting a Freeform Purchase Requisition

Complete the following fields in the Select Supplier section:

a) If you know the Supplier that should supply this item, enter or select their name in the
Supplier and Order Supplier fields. The Order Supplier is typically the location of the
Supplier office that will fulfill the order. Please note, only Suppliers who are registered in

OhioBuys can be selected in these fields. Select Supplier
b) Select the applicable Supplier Contact, though =
not required. Order Suppiier ®
c) Select the Supplier Location according to the
5 Supplier’s preferences in OAKS. After saving =
the Order Supplier, this field will automatically
populate with the Supplier’s default Location in O Use Non Defauit Suppiier Location

OAKS. To use an alternative Location, you must
click the Use Non-default Supplier Location slider.

O Dealers Available

Controlling Board Number &

Agencies may use the ENC TYPE ENCUMBRANCES Supplier on their Purchase
Requisition if the supplier is unknown at the time the encumbrance is being created (e.g.
encumbering contingency funds on construction projects).

Enter the Cost for the item in the Pricing section. Pricing

| usD
AMOUnt

Expand the More Item Information section and then:
a) Enter a detailed description of

why you are requesting a |
freeform item in the Internal D
Comments field. Specd Chart canbe appled @

b) Enter any comments for the > Release & Permit

Supplier in the Comment
field as needed and attach
any Supplier facing

7 documents using the ——
Attachments button.

~  More ltem Information

Product Contract [« t Type Contract Sub-Type

Comments to Supplier

Internal Comments
Supplier Item Ref.

c) If you are purchasing from a

contract that does not have a Minimum Order Quantity
price list, be sure to enter and © & Clikor Drag o add ies
select the associated contract Blanket PO Line Item @

on the Contract field.
d) Click Save & Close.

@) ODOT Budget
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Step-by-Step Instructions for Submitting a Freeform Purchase Requisition

The checkout page is displayed. Any fields with a red asterisk indicate a mandatory field that
must be completed.

Header

Requisition 10
103867

Comments to Supplier

~ Additional Agency App:

Update the Requisition Label using your agency’s agreed upon naming convention. If
your agency does not have a haming convention, use a brief description of the items and
your initials (e.g. John Doe buys office supplies so the label is “Office Supplies JD”).

Select your Organization, which is the department or division of your agency that this
requisition is for. This field may be pre-populated depending on your access. For example,
if your profile is set up with access to one main organization or if you have identified a
favorite main organization, this will default. Selecting your Organization will also
automatically populate the Business Unit field.

Indicate if you would like receiving to be required in OhioBuys. By default, this field will
auto-populate as No. If you select Yes, a receipt must exist in OhioBuys in order for any
Supplier submitted invoices to be processed.

Select the requisition’s Ship To address. If you cannot find the shipping address, click the
‘+’ icon to provide a one-time delivery address.

You should also update the Attn field with the name of the person who will be responsible
for receiving the items, if applicable.

If necessary, enter and select any Additional Agency Approvers. If any Additional
Agency Approvers are selected, one of these user will need to approve your purchase
requisition before it is routed to your Supervisor (for Requesters), your Agency
Procurement Approvers (for Requisitioners), or the requisition is processed into a purchase
order (for Pcard purchases only).

Click Save.

If you have the Requisitioner (On Behalf Of) role, you are able to update the Requester
field if the purchase requisition is being created for another user. In order to do this, you
must first select your Organization and then click Save. Requisitioners will only be able to
select users that are within their scope. 64
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Step-by-Step Instructions for Submitting a Freeform Purchase Requisition

If you would like to make this purchase a Pcard purchase, change the requisition Type by
selecting Pcard Purchase from the drop-down menu, then click Save.

Type™

For more information on completing a Pcard purchase, please refer to Submit a Pcard
Purchase Requisition.

a) Select the Budget Date. By default, this field populates with the date the requisition is
created, but it can be future dated to create a purchase requisition for the next fiscal year. If
a Controlling Board Number is going to be required for the purchase requisition, ensure the
Budget Date is greater than or equal to the ECB Waiver Date.

b) Expand the Purchasing Options section. From this section, you can indicate if a DAS
sourcing event is required, as well as if the purchase requisition is Single Source or Sole
Source. In addition, you can also note if the purchase requisition should be put on hold,
and/or if it should not be encumbered.

c) Use the displayed radio buttons to make your selections. If you select that a DAS sourcing
eventis required, clickthe Request DAS to Source button to complete the associated
request form.

Business Unit”
DPS01 - Dept of Public Safety

Budget Date”
2/23/2023

> Additional Agency Approvers

> Organization Structure
B Purchasing Options

@) Single Source @) Put PR On Hold?

Onthe right side of the page, enter the Request Description, as well as any applicable
Comments to Supplier. This information can be added at both the header and line item level.
Information input in the Comments to Supplier field will be visible to Suppliers on the printed
purchase order, however information in the Request Description field will not be.

o]

Comments to Supplier
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Step-by-Step Instructions for Submitting a Freeform Purchase Requisition

Click the Save button.

If you need to add an attachment to the purchase requisition, consider the following
information regarding the types of attachments:

* Internal Attachment: Documentation, visible to State users, kept with the purchase
requisition (e.g., internal emails, Supplier quotes) helpful for future reference or
approvals.

« Justification Document: Documentation required when ordering an item on the restricted

commodity list. The restricted commodity list is a list of commodities identified by the
requisite procurement programs as goods/services that require their review before they

can be purchased from a Supplier that isn't a requisite procurement program.

» Supplier Document: Documentation sent to the Supplier with the purchase order.

At the bottom of the main checkout page, you will see your individual line items. Click the
Pencil ( #°) icon next to each line item to make your mandatory and/or optional additions to
specific fields (e.g., Supplier contact, ordered quantity, chartfield information, etc.).

If you want to edit multiple line items at one time (e.g., mass add a Supplier contact to
multiple line items at once), complete the following:

a) Click the Individual Checkbox icon next to the individual line items to select multiple

individual line items or click the Select All Checkbox icon above the line items to
mass edit all the line items and click the Edit Lines button.

Add a line Delete Lines Copy Selected Lines Edit Lines

~ 2 Selected

« | Edit # Products types Ref. Item description Supplier Ordered Quantity Unit

vil#/ | @ 1530-2 Product 163460 Bostitch(R) B8(R) Impulse(TM) 45 EL..  ( GBEX LLC ) GBEX LLC 1.00 Each 1]
13 vil#/ | @ 1530-1 Product 892729 Bostitch(R) B8(R) PowerCrown(TM) Pr... (GBEX LLC) GBEX LLC 10.00 BX

b) To update the Delivery Date, selectit from the Delivery Date field.

c) Click the Add radio button or Replace radio button for each of the fields you updated.
Note that Add will add a value in a blank field only, whereas Replace will replace the

current value with the new one selected.

d) Click the Save & Close button. el =

Field Value Do not copy fAdd @ Replace ©)
Commeodity
Contract
Supplier
Order supplier
Supplier contact

Delivery date 4/22/2020
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Step-by-Step Instructions for Submitting a Freeform Purchase Requisition

To update the Order Supplier, Supplier Contact, Delivery Date, and Attn fields for multiple line
items:

1) Click the Pencil (¢) icon next to one of the items to open it.

Add a line

~ 0 Selected

# % Ref. % Item description % Supplier

105876-1 LDSLIL Liquid Disinfectant Sanitizer 80% A..  ( LOTT INDUSTRIES INC ) LOTT INDUSTRIES INC
105876-2 LDSLIL  Liguid Disinfectant Sanitizer 80% A..  ( LOTT INDUSTRIES INC ) LOTT INDUSTRIES INC

105876-3  N/A Standard Bath Towels, Dark Green ( GOODWILL INDUSTRIES OF AKRON OHIO INC )

3 Record(s)

2) Select the Order Supplier and Supplier Contact.

Select Supplier

Supplier
LOTT INDUSTRIES INC

Order Supplier @
LOTT INDUSTRIES INC

Supplier Contact

If desired, select/update the Delivery Date and populate the Attn field.

Delivery Date” Attn
= 3/1/2023 Learner Guide

Click Save. You must save these changes before applying the updates to all line items in

the order.

Click Apply Order Supplier/Contact To All Line Items to automatically update the Order
Supplier, Supplier Contact, Delivery Date, and Attn for all line items from that Supplier.
Note that this will have no effect on other line items that are from different Suppliers.

Apply Order Supplier/Contact To All Line Items
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Submit a Freeform Purchase Requisition

Step-by-Step Instructions for Submitting a Freeform Purchase Requisition

When reviewing the line item details for an individual line item, you can update information in

the following sections:

a) Describe the Item: You are able to update the Ordered Quantity and Delivery Date fields

as needed.

b) Select Supplier:In some scenarios, you can select a Supplier Contact if the Supplier has
multiple order contacts listed on their profile. Note that when making purchases referencing
certain contracts, the Order Supplier field will populate automatically. You should also
update the Supplier Location field according to the information that Supplier has listed in

OAKS.

QDescribe the item

[x]D

Name™

Ordered Qty*
1.00 Case

Commodity
53131626 - Hand sanitizer

MBE Set Aside
N

Delivery Date”
= 3/2/2023

Item Code

Liguid Disinfectant Sanitizer 80% Alc. 1 L bottles (case: .. 38502

o-

Profile ID

Select Supplier
Supplier
LOTT INDUSTRIES INC

Order Supplier @
LOTT INDUSTRIES INC

Supplier Contact

Supplier Location
EFT-1

O Use Non-Default Supplier Location

O Dealers Available

Controlling Board Number @

c) Pricing: You are able to adjust the price for hosted and punchout catalog items, as
needed. Whenever you adjust the price, you will also need to specify a Supplier Quote ID
and upload a copy of the quote as a justification document. The price can also be adjusted
after conducting a quick quote within OhioBuys. Please refer to the Create and Release a
Quick Quote Solicitation Job Aid for instructions on how to conducta quick quote.

d) Define Delivery Place: If desired, you can define a different delivery place for each item.

ricing
118.5400

Total Amount
118.540

Supplier Quote ID @

Do you want to apply a Speed Chart?

(O Yes
(O No

Speed Chart can be applied @

Define delivery place

Ship to

Ship to
P00319% DRC APA HIGHLAND OFFICE DRC APA Highland Office Hillsbore €@ = +

DRC APA HIGHLAND OFFICE
DRC APA Highland Office

100 S. High St., 1st Fl.
45133-1487 Hillsboro

Ohio

UNITED STATES

Attn



https://procure.ohio.gov/state-and-local-agencies/resources/02_OhioBuys-Agency-Training/03_agency-training-catalog
https://procure.ohio.gov/state-and-local-agencies/resources/02_OhioBuys-Agency-Training/03_agency-training-catalog

Submit a Freeform Purchase Requisition

OhioBuys

Step-by-Step Instructions for Submitting a Freeform Purchase Requisition

e) Budget Information: Expand this section to add chartfield information for the line item.

Chartfield information is not required for Pcard purchases unless directed by your
agency. Please consult with your agency admin to confirm whether or not your Pcard
purchases require chartfield information.

The information entered in this section is the same information that was previously
provided in OAKS. Requesters or Requisitioners are not required to enter chartfield
information. Chartfield information locks after the Fiscal Approver completes their

review.

~ Budget Information

Unallocated Percentage &

+ Allocation 0.00

Duplicate = ID ¢ Fund Code

GRF - GENERAL

12924 REVENUE

L] )

Remaining Quantity to be Allocated <

0.0000

Account

521071 -

- LIVESTOCK,
POLILTRY & FISH
SUPP

ALl

1001699 -
INVESTMENT
EARNINGS

Chartfield lines can be duplicated by clicking the Copy (1) icon or deleted by clicking
the Trashcan (@) icon.

When adding chartfield information, users can click + Allocation to add an additional
chartfield string.

+ Allocation

Users can update fields in multiple chartfield strings at once by clicking the Checkbox
() Icon next to the strings they want to update and then clicking Edit Lines.

Edit Lines

This opens the Allocation Mass Update page where users can apply chartfields to all
selected lines.

Allocation Line Mass Update

Fund

Account

How a user allocates their chartfields will depend on the UOM selected for the line
item. Users should only enter allocations for items with an UOM of AMT in the Incl.
Tax Amount (USD) field. items with any UOM that is NOT AMT should be allocated
using the Percentage field.

Site ® Budget Reference

Percentage Incl. TaxAraj\;lBt]:

ADJ112030 Admin @ ~

Support Services 5100 % 1,326,051.000

OhioBuys allows percentage allocations with precision up to 2 decimal places, (e.g.,
1.00%) and when allocating by amount, will round up or down based on percent to two
decimal places. (e.g., 1.006% will round to 1.01% and adjust the amount accordingly)

A table displaying the remaining percentage/quantity to be allocated is visible at the
top of the Budget Information section.

Unallocated Percentage 2

1.00

Remaining Quantity to be Allocated %

0.0100
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OhioBuys

Step-by-Step Instructions for Submitting a Freeform Purchase Requisition

To view all of the chartfield information used in a purchase requisition, users can expand the
Chart of Account Values section on the requisition header. When reviewing the Chart of
Account Values table, please note that:

w

Chart of Account Values

# Fund Code Account ALI Department

4264-1 GRF 521081 130321 DAS101110

4264-1 GRF 521081 130321 DAS101210

2 Result(s)

a) The # column will correspond to the # column in the ltems grid denoting different line
items.

Items & Services

Add a line

~ 0 Selected

# % [ Ref. % Item description % Supplier E

1058711 {AMAZON COM LLC)

& A BOOOD4YTPX  BIC Round Stic Xtra Life Blue Ballp...

1 Record(s)

b) The ID column corresponds to the unique ID given to each chartfield string (i.e., distribution
line) in the line items.

v~  Budget Information

Unallocated Percentage # Remaining Quantity to be Allocated 2

+ Allocation

00—

1.00 0.0100

Fund Code

GRF - GENERAL
REVENUE

GRF - GENERAL
REVENUE

Account

521081 - WEARING
APPAREL -
EMPLOYEES

521081 - WEARING
APPAREL -
EMPLOYEES

ALl

130321 - STATE
AGENCY SUPPORT
SERVICES

130321 - STATE
AGENCY SUPPORT
SERVICES
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Step-by-Step Instructions for Submitting a Freeform Purchase Requisition

Once you have finished making updates to the line item’s information, click the Save & Close

(@ button.
Save & Close

Continue making updates to any remaining line items using Step 15-16. When you have
successfully completed the mandatory and optional fields, as well as resolved any applicable
alerts, click Submit for Approval.

Submit for Approval

In some scenarios, a Requisitioner or Procurement User will want to complete the Quick
Quote process prior to submitting a requisition. The action that is taken at this point is
dependent on the details of the purchase requisition and your agency’s procurement
policies. Please refer to the Creating and Awarding Quick Quotes Learner Guide for details
on the Quick Quote process.

After your requisition has been submitted for review, you can check its approval status at any
time.

Iif you would like to print the details of your requisition, click the Print (&) icon in the top
right of the page.

To view the main agency approvers for your requisition, expand the Workflow Main
Approvals section on the Header tab of the purchase requisition.

v Workflow Main Approvals

Purchase Requisition Activity Approval Type Approved Name Order Performed by Validated on (UTC-5) ID Agency

203 P . i
Chapa 10 1629466 DPS5-Dept of Public
Jarrod Safety

: —— '
17 Req. 2/23/2023 Procurement 37 Whalen 10 1620467  DPS-Dentof Public
Kelli Safety

Req. 2/23/2023 Procurement 37

s Deg "
Req. 2/23/2023 Procurement 37 Dripps 10 16z6a7g  DPS-Dentof Public
Jeffrey Safety

3 Record(s) =

Onthe Workflow tab, you can see where your requisition is in the approval process. Steps
in green are completed steps, while steps in orange are in progress. As action is taken on
your requisition, the Approval History section on the bottom of this page will be updated with
the names of the individuals who have taken action on the purchase requisition.

You will receive an email notification whether your purchase requisition is rejected or fully-
approved. Once a purchase requisition is fully-approved, a purchase order will automatically
be created and sent to the associated Supplier.
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Note on Continuation Purchases

Guidance for Flagging Continuation Purchases

Delivery Date”
3/22/2023

Product Code

Continuation Comment

Continuation Order

Continuation?

If a purchase is a continuation of a previous purchase off of an STS contract, users must
indicate this on the line item(s). Click Yes in the Continuation? field on each line item that
is part of a continuation purchase. This will allow you to enter any relevant comments in the
Continuation Comments field.

If the previous purchase was made in OhioBuys, search for the PO number in the
Continuation Order field and select it from the drop-down menu. Then click Save.

Users should also attach any supporting documentation referencing the original
solicitation and/or purchase in the Attachments section on the purchase requisition

header.

A continuation on a purchase originating from an STS contract where the initial
solicitation and purchase were made outside of OhioBuys will not show up in the
Continuation Order field. This will cause the new PR to show up on the STS exception

report.
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Note on Negative Line ltems

Guidance for Handling Negative Line ltems

In OhioBuys, purchase requisition line items cannot have a negative dollar value. If a line
item has a negative value, the purchase requisition will not be able to be processed into a
purchase order.

Users should keep the following points of guidance top of mind when faced with negative
line items:

Under no circumstances should a user create freeform line items with a negative dollar
value.

If a user receives a quote for a negative line item from a Supplier, the user should
adjust the price of a positive line item accordingly by the given negative dollar amount
and include a note about the discount in the “Comments to Supplier” field. The user
should not import or use the negative line item by itself in that purchase requisition.

If a user encounters a negative line item when browsing a hosted catalog, they should
submit a helpdesk ticket and include the contract number tied to that negative line item.
The associated Contract Analyst for that contract will then work with the Supplier to
correct and update the catalog item.
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Note on Release & Permit Purchases

Guidance for Creating Release & Permit Purchases

A Request to Purchase (RTP) should be created to place IT and non-IT sourcing and
contracting requests with the DAS Office of Procurement Services (OPS).

Purchases from a State contract established by the Office of Procurement Services (OPS)
do not require an RTP.* If an agency is attempting to purchase items off an existing OPS
State contract or making a purchase from a Requisite Procurement Program (e.g., OPI),
they can proceed directly to creating a PR.

*Except for services being requested under the Third-Party Administrator (TPA) for Facility
Maintenance and Repair Projects contract (Index # GDC160 Contract #CSP905120-1) and
competitive selection two phase prequal contracts, in which case an RTP is required.

Non-IT Purchases

If an agency is making a purchase that does not reference an existing OPS State contract,
consider the total dollar amount of the purchase need. For purchases that do not reference
an OPS State contract, users should proceed directly to creating a PR if the total value of
the purchase need less than $50,000.

If the purchase does not reference an OPS State contract and the total value of the
purchase need is above these dollar thresholds, agencies are required to submit a RTP to
start the purchasing process. In addition, if the total value of the purchase would result in
your agency’'s Direct Purchase Authority (DPA) being exceeded with a particular supplier,
an RTP is required.

There are a few exceptions to these guidelines. An RTP is not required if the purchase is
covered by an existing non-IT Blanket Release & Permit (R&P), or if the purchase is
exempt from DAS authority under the Ohio Revised Code.

[T Purchases

If an agency is making an IT purchase that does not reference an existing OPS State
contract and need an IT R&P, the following needs to be considered:

1. Sole or Single Source — create either a PR referencing an IT account code or Agency-
administered contract using the IT checkbox to identify the contract as IT.

a. Attach supporting documentation and include the draft Controlling Board request if using
Controlling Board purchase authority, or documentation to demonstrate compliance with
PM-01. 74



Note on Release & Permit Purchases

Guidance for Creating Release & Permit Purchases

i. Create Agency-administered contract - agencies can create an agency-administered
contract in OhioBuys, flag it as an IT contract using the IT checkbox and populate the
Contract Not to Exceed field on the Negotiated Terms tab of the contract.

If the agency is requesting biennium Controlling Board approval as part of this contract,
select the Biennium Fiscal Year 1 and Biennium Fiscal Year 2 and then enter the Biennium
Fiscal Year Amount for each fiscal year.

Once the contract is submitted, it will automatically route for the necessary IT approvals
(e.g., IT SIM, IT SME, EITC Analysts, etc.). After IT has completed their review, an IT R&P
number will be generated and will be linked on the Release & Permit field on the header of
the contract. The Contract Responsible user will receive an email notification once the
necessary approvals have been received.

2. If an agency has a procurement need that is not on an OPS contract or is not provided
via a sole or single source provider over $50,000.00, an RTP must be submitted to
determine the appropriate procurement method. For example, a Request for proposal,
Invitation to Bid, new DAS contract, or IT agency-released solicitation.

Please reference the below flowchart to help determine whether a RTP is necessary is for a
purchase:

Purchase Requisition (PR) vs Request to Purchase (RTP) Flowchart:

Is the puschase off of NO
an OPS State 1
Contract?*
Is the purchase YES
YES greater than $26,0007 1
hywet?n:fn:n NO
NO purchases in
On ?
YESI In the purchase:
YES . Fmaﬂ;@mmhommm
Is the porchase el NO
grester than $50,0007 e gkl po#T
*  Exeonpt from DA S Authority under the
NO Ohio Revised Code? Is this an IT request
that is single or sole
source seeking
YES Controlling Board?
YES

NO
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Note on Release & Permit Purchases

Guidance for Creating Release & Permit Purchases

In the event that users start with a PR in OhioBuys, it will route through the appropriate
requisition workflow and be assigned an R&P as a part of the PR workflow. In these cases,
the PR will subsequently end up routing to the “DAS Released Requisition” step of the
workflow. The requisitioner can add the Controlling Board Number while the PR is at this
step, before submitting it to the Final Approver step.

If the agency creates an RTP or an IT agency-administered contract to obtain the release
and permit, the agency can then create PRs at any time and reference their IT agency-
administered contract or assigned R&P number and Controlling Board number (once the
Controlling Board number is available in OhioBuys). If an agency has an IT agency
administered contract with an IT R&P, they can reference the contract on their line item and
the system will automatically grab the R&P and bypass EITC reviews. In cases where the
Controlling Board number is entered before reaching the “DAS Released Requisition” step,
the workflow will bypass this step and the requisition will route to the Final Approver step.
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APPROVING

PURCHASE
REQUISITIONS

Topics

Review and Update a Purchase Requisition (Requisitioners)
Approve a Purchase Requisition (Requester Supervisor)
Approve a Purchase Requisition (Agency Procurement Approver)
Approve a Purchase Requisition (Agency Fiscal Approver)
Approve a Purchase Requisition (Agency Final Approver

Review Sourcing Details for a Purchase Requisition




Multiple Agency Approvers

Some agencies have chosento implement multiple agency approvers at certain
steps of the PR approval workflow. For example, an agency can choose to assign
multiple users to an Agency Fiscal Approverrule (e.g., order 10), and with these
multiple approvals enabled, all users will need to approve a PR before it
advances to the next level (i.e., order 20) of that Agency Fiscal Approval rule.

When does a step requiremultipleapprovals?
Purchase Requisition

The simplest way to determine whether or not multiple approvers will be Term

required at a step is to navigate to the Workflow tab of the PR and locate

the current positionin the workflow. As a reminder, the current step of the

workflow is highlighted in while completed workflow steps are

highlighted in Green. Requisite Program

Controlling Board

Worldlow

Release & Permit

Steps where multiple approvers will be required will have the suffix “(all)” at
the end of the step name. In the example below, we can see that the Electronic Signature
Agency Procurement Approver step includes the suffix, while the Agency

Fiscal Approver step does not.

In this case, multiple users were
Jrocurement At required to approve the PR at the
Agency Procurement Approver
: step, however only one of the
Agency _LasLProcurement?fS_ Record Agency Requisite No Should al ves pOSSIb'G Agency FISCa| ApprOVGrS

g Procurement: Rule? Pmcu!m:ﬂ: Commodity? per{ormy«:rs)‘j .
Approver (o) Approva PR will need to approve the PR to

advance in the workflow.

Yes Requisite
Requisite Logic? Program
Approval

Requisite All Waiver . Yes
Control Granted?

Users can also confirm whether multiple
approvals will be required by navigating to
the Approval History table at the bottom of
the Workflow tab. Like the workflow, steps
with the suffix “(all)” will require every
assigned approver to approve, whereas
steps without the suffix require just one
approval. For more information on your
agency's approval workflow, please consult
with your Agency Admin.

(UTC-4)  Validated on (UTC-4) State Due date (UTC-4)
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REVIEW AND UPDATE A
PURCHASE REQUISITION

Overview

 What's Covered: This section discusses the process of

reviewing and updating a purchase requisition that has been
submitted by a Requester

* Roles: Requisitioners

Used When: Updating a purchase requisition that has been
submitted by a Requester




Ohio Buys Review and Update a Purchase Requisition

Step-by-Step Instructions for Reviewing and Updating a Purchase Requisition

You will receive an email notification when you have a purchase requisition to review, and it
will also be visible on the OhioBuys homepage as an open workflow task in your My
Pending Validations box.

Log in to OhioBuys. From the Main Menu Navigation Bar, click Procurement and then click
(Bl Browse Requisitions from the drop-down menu.

The My Pending Validations window on the OhioBuys homepage shows the most recent
tasks awaiting your review. If desired, you can click on the Object hyperlink for any task to
quickly view and take action on it. Once you have found the task you would like to open,
click the Pencil (#* ) icon next to it.

Onthe Browse Requisitions page, click on the Pencil ( #* ) icon next to the purchase
requisition you need to review and update.

Review the applicable parts of the purchase requisition and ensure the fields are properly filled
out.

If a user updates the Organization field on the header of a purchase requisition, they must
click Save and then click Cancel on the subsequent popup window that is displayed.

If the purchase requisition should be a Pcard purchase, you can apply your Pcard by updating
the Type to Pcard Purchase and clicking Save.

Type ™
Pcard Purchase - > B Save

If required, select any Additional Agency Approvers who will need to review the purchase
requisition.

v Additional Agency Approvers

il dl

HART RODNEY

See All
5

Note that only one of the selected Approvers needs to approve the purchase requisition for it
to advance to a purchase order.

If you are unsure who these approvers should be, please consult with your Agency Admin.
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Ohio Buys Review and Update a Purchase Requisition

Step-by-Step Instructions for Reviewing and Updating a Purchase Requisition

Scroll down to review the purchase requisition’s Purchasing Options and Attachments. You
can expand any of these sections by clicking on the associated header:

Organization Structure
Purchasing Options
Attachments - Internal, Supplier, and Justification(®

Chart of Account Values

+ Organization Structure section: View organization-related information regarding the
purchase requisition

Purchasing Options section: Indicate if the purchase requisition requires a DAS
Sourcing Event, if it is Single or Sole Source, if it should be put on hold, if it should not
be encumbered, or if it is related to sudden and accidental direct physical damage to
property. Use the displayed radio buttons to make your selections. If a DAS Sourcing
Event is required, click the Request DAS to Source button to complete the
associated request form, which will then be routed to DAS.

~ Purchasing Options

O Single Source O Do Mot Encumber O Put PR On Hold?

O Sole Source O Sudden and accidental direct physical damage to property? @

Request DAS to Source

+ Attachments section: Add internal, Supplier, or justification attachments as necessary

+ Chart of Account Values: Expands to display all COA strings used on the purchase
requisition




Ohio Buys Review and Update a Purchase Requisition

Step-by-Step Instructions for Reviewing and Updating a Purchase Requisition

a) Scroll down to the ltems box to view the line item(s) associated with the purchase
requisition.

Items & Services

Add a line

~+ 0 Selected

# Ref. Item description Supplier
F 105883-1 LDSLIL Liguid Disinfectant Sanitizer 80% A... [ LOTT INDUSTRIES INC ) LOTT INDUSTRIES INC
r 105883-2 LDSL200ML  Liguid Disinfectant Sanitizer 80% A... [ LOTT INDUSTRIES INC) LOTT INDUSTRIES INC

b) If aline item is not a freeform line item, ensure the information associated with the line item
iS accurate.

+ If the purchase requisition is not a Pcard purchase, determine if budget/chartfield
information must be added. If this information is already present, ensure it is accurate.

c) If the line item(s) is a freeform line item, determine if it is truly necessary or if there are
comparable goods or services available in OhioBuys. If the freeform line item is truly
necessary, ensure sufficient detail has been entered (e.g., has the Requester selected the
correct commodity code). To check if a freeform line item has a comparable good or service
in OhioBuys, click on the Pencil (#*) icon next to the associated freeform line item and
complete the following steps:

7 1) In the Describe the Item box, change the Ordered Quantity, Commodity, and Product
Types fields as necessary. Desciibe theffe
Ordered Qty
AMT o
Prc‘dudstvue&' o. MBE Set Aside
O e
O N

2) Below the Describe the Item box, click on the More Item Information header to
search for a comparable good or service in OhioBuys and replace the current line
item with the comparable good or service.

v More Item Information

Product Contract Contract Type Contract Sub-Type

In order to update a freeform item to a catalog item, the Order Supplier field needs to
be empty. If the field is already populated, then the populated information needs to be
deleted and then the page needs to be saved. Once you click Save, then you will be
able to search for a comparable good or service in the Product field.
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Ohio Buys Review and Update a Purchase Requisition

Step-by-Step Instructions for Reviewing and Updating a Purchase Requisition

3) In the Product field, click the Selector (« )icon and then click See All at the bottom
of the drop-down menu to search for and select a comparable good or service (if
applicable).

4) In the Browse ltems pop-up box, enter your search terms to search for a comparable
good or service and click Search (if applicable).

From the list of search results, scroll through the available results until you find your
comparable good or service. Once you find the good or service you plan to replace
the current freeform line item with, click the Checkbox icon next to it (if applicable).

Once you click the Checkbox, the Describe the Item box updates based on the
product information of the new line item.

Once you have validated the item you want, click Save & Close to finalize the
selection. In the ltems box, the line item information updates to the line item
information you have chosen.

~ 0 Selecled

# % Ref + ltem description % Supplier -

A 105893-1 LHSG270GT  Hand Sanitizer Gel 67% Alc. 270 gal..  ( LOTT INDUSTRIES INC ) LOTT INDUSTRIES INC

a) Whether the line items on a purchase requisition are freeform or from an OhioBuys catalog,
click on the Pencil ( ¢ ) icon next to the line item in the ltems box to view its detailed line
item information.

> Release & Permit

> More Item Information

> Budget Information

Below the Describe the Item section for the line item, click on the Release & Permit header
to view a line item’s release and permitinformation (if applicable).

Click on the Budget Information header to view the line item’s budget/chartfield
information and change as necessary.

Within the Budget Information box, ensure existing budget/chartfield information is
accurate, or complete unpopulated fields as necessary (e.g., Fund, Account, ALI,
Department, Program).

~  Budget Information

To be allocated
0000  USD

% Fund Code Account Al

GRE-GENERAL @~ 521064 - WARDS - @ = 005406 - LAW- o-
REVENUE PERSONAL

m 1210710 D
SUPPLIES EDUCATION

d) Once you have validated or updated the item’s information as necessary, clickSave &
Close.




Ohio Buys Review and Update a Purchase Requisition

Step-by-Step Instructions for Reviewing and Updating a Purchase Requisition

Now that you have updated or changed the purchase requisition information, navigate to the
tabs on the left to validate or change the purchase requisition information as necessary:

Term
Controlling Board

Workflow

Requisite Program

Release & Permit

+ Term tab: View associated terms (i.e., a milestone type or subscription type of term where
purchase orders are released to the Supplier according to a set schedule) or create new
terms by clicking Create Term

» Controlling Board tab: View the purchase requisition’s Controlling Board or Direct Purchase
Authority information. OhioBuys allows you to automatically check a purchase requisition’s

impact on your agency’s Controlling Board Threshold and whether it is within your agency’s
direct purchase authority

* Workflow tab: View the current status and the approval history of the purchase requisition

* Requisite Program tab: View if the purchase requisition is undergoing review by a Requisite
Procurement Program

* Release & Permittab: View release and permit information associated with the purchase
requisition

Once you have reviewed and updated the purchase requisition as necessary, clickSubmit for
Approval.

Once you click Submit for Approval, the purchase requisition is validated.

If the purchase requisition does not require additional approvals, it creates a purchase
order.

If the purchase requisition requires additional approvals, it continues along the
approval process.

If you click Reject, input a reason in the subsequent pop-up box, the requisition is then
sent back to the Requester.
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APPROVE A PURCHASE
REQUISITION

(REQUESTER SUPERVISOR)

Overview

» What's Covered: This section discusses the process by which a

Requester’s Supervisor reviews and approves a purchase
requisition submitted by their staff

* Roles: Requester Supervisors

Use When: A user receives a notification that their approval is
required for one of their direct reports’ purchase requisitions




Oh- B Approve a Purchase
10 uys Requisition (Requester Supervisor)
Step-by-Step Instructions for Approving a Purchase Requisition

In the event that a Requester with no designated Requester Supervisor submits a requisition,
an email notification will be sentto that Requester's Agency Admin. That Agency Admin can
then follow the procedure outlined below to advance the Requester’s requisition.

Log in to OhioBuys. The My Pending Validations window on the OhioBuys homepage shows
the most recent tasks that are awaiting your review. If desired, you can click on the Object
hyperlink for any tasks that have an Action of Requester Supervisor to quickly view and take
action on any purchase requisition needing your approval. Once you have found the task you
would like to open, click on the Object name.

Sourcing  Contracts  Shop  Procurement  Invoicing e

OhioBuys S”

< 9 % Buying and Spend Portal

My pending validations

Review the information contained in the purchase requisition.

Note that Requester Supervisors have editing capabilities during requisition review to make
changes themselves as needed.

If the purchase requisition is justified, click the Approve button to approve it and send it to a

requisitioner for completion.

If the Requester’s purchase requisition is not justified, click Reject. This sends the request
back to the initial requester for revisions, as needed.




= Approve a Purchase
Ohlo BUYS Requisition (Requester Supervisor)

Step-by-Step Instructions for Approving a Purchase Requisition

If you reject a purchase requisition, you will be asked to type the reason for the rejection in a
pop-up comment box. This will be sent along with the purchase requisition back to the
Requester.

Reason :




APPROVE A PURCHASE
REQUISITION
(ADDITIONAL AGENCY
APPROVER)

Overview

What's Covered: This section discusses the process of
reviewing, updating, and approving or rejecting a purchase
requisition as an Additional Agency Approver

Roles: Additional Agency Approvers

Used When: A user receives a notification that a purchase
requisition requires their review




- Approve a Purchase Requisition
OthBuyS (Additional Agency Approver)

Step-by-Step Instructions for Approving a Purchase Requisition

Log in to OhioBuys. The My Pending Validations window on the OhioBuys homepage shows
the most recent tasks that are awaiting your review. If desired, you can click on the Object
hyperlink for any tasks that have an Action of Additional Agency Approver to quickly view and
take action on any purchase requisition needing your approval. Once you have found the task
you would like to open, click on the Object name.

OhiOBUYS Suppliers  Sourcing  Contracts  Shop  Procurement  Invoicing  Release & Permit  Analytics  Admin
< 9 W Reguisitioner

Welcome!

Welcome ta the OhioleProcurement Buyer page! We are happy to announce we have X catalogs for you to shop in at the
OhicleMarketplace. Please check here for continual updates on functionality and catalog shopping opportunities

® 4@
2

My pending validations 46 Results

Workflow Activity Object Due date History

REQ0000004200 -
Standard Requisition Workflow Additional Agency Approver Req. 5/27/2020

Standard Requisition Workflow Additional Agency Approver

z

& »=

3 R
g* @ a5 e

&= g

Review the information contained in the purchase requisition.

Note that Additional Agency Approvers have editing capabilities during requisition review to
make changes themselves as needed.

If the requisition is justified and the details are satisfactory, click the Approve button to approve

If you are approving a Pcard purchase it will automatically be processed into a purchase
order once you, or any other assigned Additional Agency Approver approves.

If the purchase requisition is not justified, or any aspect of the purchase requisition requires
further revisions, click Reject. This sends the request back to the Requisitioner who worked on

the requisition for revisions as needed. m

If you reject a purchase requisition, you will be asked to type the reason for the rejection in a
pop-up comment box. These comments will be emailed to the Requester.

Reason :




APPROVE A PURCHASE
REQUISITION

(AGENCY PROCUREMENT
APPROVER)

Overview

What's Covered: This section discusses the process of

reviewing, updating, and approving or rejecting a purchase
requisition as an Agency Procurement Approver

Roles: Agency Procurement Approvers

Used When: A user receives a notification that a purchase
requisition requires their review




- Approve a Purchase Requisition
OhIOBuyS (Agency Procurement Approver)

Step-by-Step Instructions for Approving a Purchase Requisition

Log into OhioBuys. The My Pending Validations window on the OhioBuys homepage shows
the most recent tasks that are awaiting your review. If desired, you can click on the Object
hyperlink for any tasks that have an Action of Agency Procurement Approver to quickly view
and take action on any purchase requisition needing your approval. Once you have found the
task you would like to open, click the Object name.
OhioBuys s s o s s e ek &t A

< 9 Requisitioner

My Sourcing

Review the information contained in the purchase requisition. As the Procurement Agency
Approver, you can make updates to any field within a purchase requisition apart from Pcard
information (if applicable).

If a user updates the Organization field on the header of a purchase requisition, they must
click Save and then click Cancel on the subsequent popup window that is displayed.

If the purchase requisition should be a Pcard purchase, you mustreject it back to the
Requisitioner with instructions to apply their Pcard. If the initial Requester’'s Pcard should be
applied, instruct the Requisitioner to also reject the purchase with those instructions
contained in their comment to the Requester.

Note that as the Agency Procurement Approver you are responsible for selecting any
Purchasing Options that should be applied to the purchase requisition:

a) Single Source: Indicates that the purchase is from one selected Supplier, even though
there are other Suppliers that provide similar products.

b) Sole Source: Indicates that the selected Supplier is the only one that can adequately fulfill
the need outlined in the purchase requisition.

c) Put PR On Hold?: If DAS Procurement review chooses not to release the procurement,
they have the ability to put it on hold and do the procurement on behalf of the agency

d) Do Not Encumber: Selecting this button will not encumber funds in OAKS for the purchase
requisition. Please note that if the Pcard slider is selected for a purchase requisition, this
option will not be displayed and OAKS will automatically not encumber the purchase.

e) Sudden and accidental direct physical damage to property?: Indicates if the purchase is
related to property damage. This requisition will appear in a report sentto DAS Office of
Risk Management
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Ohio Buys Approve a Purchase Requisition

(Agency Procurement Approver)

Step-by-Step Instructions for Approving a Purchase Requisition

Note that as the Agency Procurement Approver you may need to update the Order
Supplier if one has not already been selected. This can be accessed by clicking the Pencil
(#) icon next to a line item, and selecting an Order Supplier from the drop-down menu.

Edit # Products types Ref. Item description Supplier Ordered Quantity Unit

& 1 A 5264-1 Product Masking Tape 1" 5.00 Each

v

Order Supplier ®

After you have made the appropriate updates to the purchase requisition, if it is justified, click
the Approve button to send the purchase requisition to the next step in the approval workflow.

If the Requester’s purchase requisition is not justified, click Reject. This sends the request
back to the Requisitioner who worked on the requisition for revisions as needed.

If you reject a purchase requisition, you will be asked to type the reason for the rejection in a
pop-up comment box. These comments will be emailed to the Requester.

Reason :

2

Cancel Confirm




APPROVE A PURCHASE
REQUISITION

(AGENCY FISCAL APPROVER)

Overview

What's Covered: This section discusses the process of

reviewing, updating, and approving or rejecting a purchase
requisition as an Agency Fiscal Approver

Roles: Agency Fiscal Approvers

Used When: A user receives a notification that a purchase
requisition requires their review




Ohio Buys Approve a Purchase Requisition

(Agency Fiscal Approver)

Step-by-Step Instructions for Approving a Purchase Requisition

Log in to OhioBuys. The My Pending Validations window on the OhioBuys homepage shows
the most recent tasks that are awaiting your review. If desired, you can click on the Object
hyperlink for any tasks that have an Action of Agency Fiscal Approver to quickly view and take
action on any purchase requisition needing your approval. Once you have found the task you
would like to open, click the Object name.

Suppliers Sourcing Contracts Shop Procurement Release & Permit Analytics Public Request

OhioBuys A

Admin

< 9 v Requisitioner Q, Searc

Welcome!

? For OhioBuys Support please contact the OBM Shared Services Center QBM.SharedServices@QBM.Ohio.Gov - Remember to enter "OhioBuys”
Need Help in the subject line OR 614-338-4781 or 1-877-644-6771
Getting
Started?

Remember that training materials as well as Office Hours registration is available on the OhioBuys website

Thank you for partnering with us on this journey.

My pending validations See 10 results

Workflow Activity < Object Due date =  History

Standard . . .
Requiisition Agency Fiscal | REQO000104743 - RUSH OPI Chair (DPS100000 Directors
Workflow Approver Office CDSB - Crispen Doris)

Standard . REQO000104286 - BMV Contract Addition - OST IT Staff

Requisition Agency Fiscal  Augmentation - SD3 Lynch (DPS760000 Information
Approver Technology CDSE - Amanda K. Newport

Workflow ITBusOps@dps.ohio.gov)

Standard .
B iiritinm Agency Fiscal  REQO000104039 - Reg. 2/10/2023 (DPS625850 TELECOMM

Review the contents of the purchase requisition to see if a Pcard should be used.

+ If the purchase requisition should be a Pcard purchase, you must reject it back to the
Requisitioner with instructions to apply their Pcard.

If the initial Requester’s Pcard should be applied, instruct the Requisitioner to also reject the
purchase with those instructions contained in their comment to the Requester.




Ohio Buys Approve a Purchase Requisition

(Agency Fiscal Approver)

Step-by-Step Instructions for Approving a Purchase Requisition

In the Header section, click Purchasing Options and use the radio button to determine
whether or not to encumber the order.

> Additional Agency Approvers

> Organization Structure

> Purchasing Options I

> Attachments - Internal, Supplier, and Justification @)

> Chart of Account Values

v

~  Purchasing Options

O Single Source O Put PR On Hold?

If a purchase requisition is a Pcard purchase, the Do Not Encumber slider will not appear
and OAKS will automatically not encumber the purchase.

At the bottom of the page under the ltems section, click the Pencil (#) icon next to a line item
to add or update budget information.

# % Ref. % Item description % Supplier %+ Ordered Quantity £ Unit ¢ Price 2 Total Deliv. date =

[ 1] 104286-1 0A1300-72 Service Desk 3 - Christopher Lynch  { OST INC ) OST INC 700.00 Hour 38.640 27,048.000 3/15/2023

Note: Budget information is defined at the line item level and is not needed for orders that are
not being encumbered (with the exception of account code). If the user has chosen to not
encumber the order due to using a funding source not managed in OAKS, they should use the
comments field to indicate other pertinent funding information.

Review the Supplier Location field. This field auto-populates with the Supplier's default

Supplier Location. If you wish to use another option, you must click the Use Non-Default
Supplier Location Slider.

Supplier Location (@
CHE

If you wish to add budget information using Speed Charts, under the Pricing header, select
Yes under the option to apply a Speed Chart. Do you want to apply a Speed Chart?
O Yes
(O No

For more information on applying speed charts, please refer to the Applying Speed Charts
Job Aid.

Scroll to the bottom of the line item page and click Budget Information.

> Budget Information



https://procure.ohio.gov/state-and-local-agencies/resources/02_OhioBuys-Agency-Training/03_agency-training-catalog

- Approve a Purchase Requisition
OthBuyS (Agency Fiscal Approver)

Step-by-Step Instructions for Approving a Purchase Requisition

Add or update the chartfield information as appropriate.

v Budget Information

Unallocated Percentage # Remaining Quantity to be Allocated 2
+ Allocation Edit Lines I 1.00 0.0100

Duplicate ID Fund Code Account ALl Department

501003 - . DAS102110 -
GRF - GENERAL ~ | PROFESSIONAL 005406 L " OFFICEOF
REVENUE ACHIEVEMENT EMPLOYEE
EDUCATION EMPLOTE

L] i 428367
SUPP - State of Ohio

T

Use the +Allocation to create additional chartfield strings for this line item.

You can update fields in multiple chartfield strings on a line item by clicking the Checkbox
(' ) icon to their left and then selecting Edit Lines.

The chartfield information you enter is the same as what was previously entered in OAKS.
Chartfield lines can be duplicated by clicking the Copy () icon or deleted by clicking the

Trashcan ( @) icon.

How a user allocates their chartfields will depend on the UOM selected for the line item.
Users should only enter allocations for items with an UOM of AMT in the Incl. Tax Amount
(USD) field. ltems with any UOM that is NOT AMT should be allocated using the
Percentage field.

Site ® Budget Reference || Percentage Incl. Tax A"‘("LCJ’S”BE;

ADJ112030 Admin ~ © ~
Support Services 1,326,051.000

OhioBuys allows allocations with a degree of precision up to 1/100t of a percent, and when
allocating by amount, will round up or down to the nearest 1/100t of a percent.

A table displaying the remaining percentage/quantity to be allocated is visible at the top of
the Budget Information section.

You must update the chartfield information for each line item individually.

When purchasing from an internal Supplier you mustfill in the ISTV Xref field. You must
update the Account to an ISTV account code whenever an ISTV Xref is present.

Account field: Users should click the See All option at the bottom of the dropdown to view
only those account codes that are associated with the item’s commodity code. (Users will
see account codes that may not be linked with the commodity code if they just use the
dropdown to selectan account code.)

Beginning with FY24 transactions, populating the Service Location field is mandatory on all
purchases. If the budget date on a purchase requisition is on, or after 7/1/2023, Fiscal
Approvers will be required to complete the Service Location field before they will be able to

submit the purchase requisition. o6




Ohio Bu S Approve a Purchase Requisition
y (Agency Fiscal Approver)
Step-by-Step Instructions for Approving a Purchase Requisition

To view all of the chartfield information used in a purchase requisition, users can expand the
Chart of Account Values section on the requisition header. When reviewing the Chart of
Account Values table, please note that

~ Chart of Account Values

# Fund Code Account ALl Department
4264-1 GRF 521081 130321 DAS101110
4264-1 GRF 521081 130321 DAS101210

2 Result(s)

a) The # column will correspond to the # column in the ltems grid denoting different line
items.

Items & Services

Add a line

= 0 Selected

# % | Ref. % ltem description % Supplier -

& r:y 105891-1 § BOOOD4YTPX  BIC Round Stic Xtra Life Blue Ballp...  (AMAZON COM LLC)

1 Record(s)

b) The ID column corresponds to the unique ID given to each chartfield string (i.e., distribution
line) in the line items.

v~  Budget Information

Unallocated Percentage # Remaining Quantity to be Allocated 2

+ Allocation 1.00 0.0100

00—

Fund Code Account ALl

521081 - WEARING 130321 - STATE
GRF - GENERAL APPAREL - AGENCY SUPPORT

REVENUE EMPLOYEES SERVICES

521081 - WEARING 130321 - STATE
REVENDE APPAREL - AGENCY SUPPORT
EMPLOYEES SERVICES




- Approve a Purchase Requisition
OthBuyS (Agency Fiscal Approver)

Step-by-Step Instructions for Approving a Purchase Requisition

After updating the chartfield information and Supplier Location fields as necessary, click the
Save & Close button.

After you have made the appropriate updates to the purchase requisition, and you would like to
approve the PR, selectthe Approve button to send the purchase requisition to the next stepin

the approval workflow.

If the Requester’s purchase requisition is not justified, selectthe Reject button. This sends the
request back to the Requisitioner who worked on the requisition for revisions as needed.

If you reject a purchase requisition, you will be asked to type the reason for the rejection in a
pop-up comment box. These comments are emailed to the Requester.

If COA validation fails, a red Resubmit COA Validation button will appear at the top of the
purchase requisition and the associated Fiscal Agency Approver will receive both an email

notification and a pending validation.
Resubmit COA Validation

This means that there was an error validating the chartfield information for this PR. Correct the
chartfield information, then click Resubmit COA Validation. The PR will continue to appear in
your My Pending Validations section, and will not advance until the budget has been corrected.

Please note if a purchase requisition fails COA validation, any fiscal approver in your agency
for whom the purchase requisition is in scope can edit and resubmit COA validation.




APPROVE A PURCHASE
REQUISITION

(AGENCY FINAL APPROVER)

Overview

What's Covered: This section discusses the process of

reviewing, updating, and approving or rejecting a purchase
requisition as an Agency Final Approver

Roles: Agency Final Approvers

Used When: A user receives a notification that a purchase
requisition requires their review




- Approve a Purchase Requisition
OthBuyS (Agency Final Approver)

Step-by-Step Instructions for Approving a Purchase Requisition

Log in to OhioBuys. The My Pending Validations window on the OhioBuys homepage shows
the most recent tasks that are awaiting your review. If desired, you can click on the Object
hyperlink for any tasks that have an Action of Agency Final Approver to quickly view and take
action on any purchase requisition needing your approval. Once you have found the task you
would like to open, click on the Object name.

OhioBuys Suppliers  Sourcing  Contracts  Shop  Procurement  Release & Permit  Analytics

< 9 o Ohio eProcurement

o 0

My pending validations

Review the information contained in the purchase requisition. If the requisition is justified and
the details are satisfactory, click the Approve button to approve it. As the Agency Final

Approver, you cannot make any edits to a purchase requisition.

If the purchase requisition is not justified, or any aspect of the purchase requisition requires
further revisions, click Reject. This sends the request back to the Requisitioner who worked on

the requisition for revisions as needed.

If you reject a purchase requisition, you will be asked to type the reason for the rejection in a
pop-up comment box. These comments will be emailed to the Requester.

Reason :




REVIEW SOURCING
DETAILS FOR A PURCHASE
REQUISITION

Overview

 What's Covered: This section discusses the process of
reviewing a Quick Quote that is associated with a purchase
requisition

* Roles: Agency Procurement Approver, Agency Fiscal Approver,
Agency Final Approver

Used When: Reviewing a purchase requisition containing items
that required a Quick Quote solicitation




Oh B Review Sourcing Details for a
10 uyS Purchase Requisition

Step-by-Step Instructions for Reviewing a Solicitation on a Purchase Requisition

You can access pricing information that was the result of a quick quote or other type of
solicitation directly from the requisition. Please note that the process for accessing,
approving or rejecting the purchase requisition remains unchanged

If the quick quote has been performed incorrectly (e.g., less than three responses, the
lowest price was not selected without adequate justification, etc.) please rejectthe purchase
requisition and instruct the Requisitioner to redo the quick quote.

In order to review a quick quote, you will need to be included on the sourcing project team. If
you are unable to access the quick quote please reach out to the user responsible for the
solicitation and ask them to add you to the project team as an SME or Contributor. For more
information on sourcing project roles, please consult the Creating Managing and Awarding
Solicitations Learner Guide.

To access a quick quote associated with a purchase requisition, scroll to the bottom of the
purchase requisition to review the line item details. Click on the Sourcing hyperlink at the
bottom right-hand corner of the page.

# Ref. Item description Supplier Ordered Quantity Sourcing

1 & ¥ 1058381 Janitorial Services ( GOODWILL INDUSTRIES OF NORTHWEST ) GOODWILL INDUSTRIES OF NORTHWEST 100 FY24-25 Cleaning Services MWK _V2|

Users can click the Trophy () icon to see a list of all solicitations associated with that line
item in a purchase requisition.

Navigate to the Analyze and Award tab of the solicitation. Setup Project
&2 Setup Team
Inquiry
Add Suppliers
Prepare Solicitation

View Solicitation
activity

Analyze & Award

Review Award Results

Round

Lot: 1 - Round: 7 - Req. 2/27/2023 (Under Evaluation) [x 4
Select the Sce
& Propossls
Invited Suppliers Total Proposals Submitted

102




Review Sourcing Details for a

hio Buys Purchase Requisition

Requisition

Click on the Proposals Awarded hyperlink.

Round
Lot:1-Round : 7 - Req. 2/27/2023 (Under Evaluation)

& Proposals 4l Scenarios

0 1 0

Optimized Scenarios Manually Solved Infeasible

~ 0 Selected T

Scenario 2 LastUpdated

®  Best Price on Each Line @ @ Draft 3/2/2023 5:19 PM
®  Best Overall Bid © @ Draft 3/2/2023 5:19 PM

®  BestScore @ @ Draft 3/2/2023 5:19 PM

v Response

LOTT INDUSTRIES INC Proposal #... LOTT INDUSTRIES INC Proposal #...

Unit Deliv. ~ Supplier
price date Attachments

Label R Unit  Deliv. | Supplier Comments

: price | date | Aftachments | COMMents  Amount | Qty  age  USD
Liquid

Disinfectant

Sanitizer LoTT

1 X 100.000  1.000.00
80% Alc. 1 INDUSTRIES... .
L bottles

(case: 12)

Proposals B Scenarios

2 2 0

Invited Suppliers Total Proposals Submitted Supplier(s) Who Haven't Logged In Yet
— 0 Selected T C als Compare Quotes by ltem

P i
ik Submitted (UTC-5) & Total ® Decision ¢ MBDD Status
rogress

Req. LOTT
o 2/27/2023  INDU Proposal # § ¢ 1 itted 100% 3/2/2023 5:06:00 M 1000.000 (®)
-7 INC usD

Req. LOTT

o 2/27/2023  INDUSTRIES Tr9POSlE  gpined 3/2/2023 as9:a6pM 100000
-7 INC 1 usD

Requests % Suppliers ¢ Proposal # Status # Documents

2 Record(s)

Award Justification

‘Award Justification*

Award Explanation*




Oh. B Review Sourcing Details for a
10DUYS Purchase Requisition

Step-by-Step Instructions for Reviewing a Solicitation on a Purchase Requisition

& Proposals & Scenarios

2 2 0

Invited Suppliers Total Preposals Submitted Supplier(s) Who Haven't Logged In Yet

~ 0 Selected T

Proposal

- i Py a s | D it
Requests ¢ Suppliers ¢ Proposal ¢ Status ¢ ocuments Progress

Submitted (UTC-5) < Total® Decision = MBDD Status

Req. LOTT

2/27/2023  IND Submitted 100% 3/2/20235:06:10PM  1000.000 9
-7 NG usD

Reg. LOTT
2/27/2023  INDUSTRIES ErOPOSalE o itied 3/2/2023 a59:46Pm 100090
-7 INC 1 usD

2 Record(s)

Award Justification

JAward Justification®

‘Award Explanation*

b) Scroll down to review the Award Justification.

c) To open aresponse, click on the associated Proposal hyperlink.

d) Navigate to the Item tab to view the details of the Supplier’s proposal for the requested
item.

© RFPReq. 2/27/2023 - 7 (Under Evaluation)

3| Download in Excel 2007-2010 format (xlsx)
annload in Excel 97-2003 format (xls)
Cummcy Total

Total per currency,

USD 1,000.000

Keywords

Show unanswered items only Q Search

0 Selected

Code = = SKUNumber = | Type Label = Qty +  Unit ¢ | Unitprice = Amount =  Deliv.date =  Deliv. date =

Liquid
Disinfectant
Required  Sanitizer 80%
LDSLIL e i 1 100000 1,000.00 3/6/2023
bottles (case:
12)

To return to the original purchase requisition, click the X (%) icon.
For more information on quick quotes, please consult the Quick Quoting in OhioBuys
Learner Guide




MANAGING

PURCHASE
REQUISITIONS

Topics

» Forward a Purchase Requisition
* Duplicate and / or Cancel a Purchase Requisition




FORWARD A PURCHASE
REQUISITION

Overview

What's Covered: This section discusses the process of
forwarding a purchase requisition to another user for review
Roles: Requester Supervisors, Agency Procurement
Approvers, Agency Fiscal Approvers, Agency Final Approvers

Used When: An approver needs to obtain an additional, or
alternative sign-off on a purchase requisition




Ohio Buys Forward a Purchase Requisition

Step-by-Step Instructions for Forwarding a Purchase Requisition

Log in to OhioBuys. The My Pending Validations window on the OhioBuys homepage shows
the most recent tasks that are awaiting your review. If desired, you can click on the Object
hyperlink for any tasks that have an Action that corresponds to your role to quickly view and
take action on any purchase requisition needing your approval. Once you have found the task
you would like to open, click on the Object name.

OhioBuys : R A O - @

If you determine, based on the details of the purchase requisition, that an additional approver is
required at your step in the workflow, select the Forward button.
Forward

» All approver roles in OhioBuys can forward a purchase requisition for additional approval.

Note that forwarding a purchase requisition is additive. The requisition is removed from the
Pending Validations section of the original user that forwarded the request; however, that
user still has the ability to take action on it from the Browse Requisitions page. If either
person approves (i.e., the person who was originally assigned this requisition or the person
you forward it to), the requisition will move on. If the intent is to make someone else aware
of the requisition but not to formally approve it in the system, the non-approver will need to
provide any feedback comments outside of OhioBuys.

Select the user that you would like to forward the approval to from the dropdown menu. You
can forward a PR to any user in your organization who has the Additional Approver role
aSSIgned tO them Forward activity

s on | oo ]

[Please select the user who should validate

If you cannot find a particular user who you believe should be an additional approver on a
purchase requisition, please contact your Agency Admin to coordinate and set that user up

as an Additional Approver.
107



Ohio Buys Forward a Purchase Requisition

Step-by-Step Instructions for Forwarding a Purchase Requisition

=n

Select the Forward button.

Select the Save and Close button.

Save & Close |




DUPLICATEAND / OR
CANCEL A PURCHASE
REQUISITION

Overview

» What’s Covered: This section discusses the processes of
duplicating or cancelling a purchase requisition in OhioBuys

* Roles: Requesters, Requisitioners
Used When: Itis expedient to copy the information over from
an existing purchase requisition / there is a need to cancel an
existing requisition




Ohio Buys Duplicate and/or Cancel a Purchase Requisition

Step-by-Step Instructions for Duplicating a Purchase Requisition

Purchase requisitions can be duplicated at any point. When a purchase requisition is
duplicated, all valid information in the original purchase requisition will be carried into a new
draft purchase requisition, with the following exceptions - attachments, Supplier-facing
comments, and Pcard details. The new purchase requisition can then be modified and
submitted as needed.

Please note that users cannot duplicate purchase requisitions containing items from
punchout catalogs.

Log in to OhioBuys. From the Main Menu Navigation bar, click Procurement and select
Browse Requisitions from the drop-down menu.

The Browse Requisitions page is displayed. From this page, you can search for purchase
requisitions in your scope. Click the Pencil ( #* ) icon next to the purchase requisition you
would like to duplicate.

< 9 v Browse Requisitions

Keywords

Create Purchase Requisition

Requisition# < Name ¢ Organization ¢ Reguester ¢ Req.Amount® PR Status Commercial Printing Requisition ¢ PR Creation Date ¢  Pcard Purchase

DPS111000 Ohio
School Safety Ellis Kent 9,338.500 USD
Center CDSB

Requisitioner

..... OSSC-MTOs Shirts Req
REQO000103851 57575097 .
Q0000103 2/9/2023 Approval

2/24/2023

DPS$111000 Ohio
REQ0000103839 OSSC_MTOs Req. 2/9/2023 School Safety Kent 2,758.250 USD
Center CDSB

Requisitioner
Approval

DPS2430000HI0 (-
REQ0000103777  Akron Req. 2/9/2023 INVESTIGATIVE 370 549.150USD  Ordered
UNIT CDSB il

SR S e g o . Caruso Requisitioner 212412023
REQ0000103654  Pants for Nicole McCombs Homeland Security 0, 232000080 W E /
cDSB "

Review the details of the purchase requisition.

a) If the purchase requisition is in a status of Initialized, click Other Actions. Select Duplicate
from the drop-down menu. Click OK to confirm.

Requisition: REQ0000105907 - Req. 2/24/2023 (Procurement Approval) Q. Search

<< Back to Catalog Reset Allocations Other Actions ~
Duplicate

Cancel requisition

Export Items

O Commercial Printing Requisition ® Import Items




Ohio Buys Duplicate and/or Cancel a Purchase Requisition

Step-by-Step Instructions for Duplicating a Purchase Requisition

b) If the purchase requisition is in a status of Ordered, click Duplicate. Click OK to confirm.

=

Duplicate?

All of the valid items from the original purchase requisition have been duplicated into a new
draft requisition. Make updates to the displayed information as necessary and then submit the
requisition for approval.




SEND A REQUISITION
DOCUMENT FOR
SIGNATURE USING
ONESPAN SIGN

Overview

« What's Covered: This section walks through the process of
sending a document associated with a requisition for electronic
signature using OneSpan Sign.

* Roles: Requesters, Requisitioners

Used When: A document associated with a purchase
requisition needs to be routed for an electronic signature using
OneSpan Sign




- Send a Requisition Document for Signature
OhIOBuyS Using OneSpan Sign

Step-by-Step Instructions for Sending a Requisition for Signature

Before attaching a document to a requisition and routing for electronic signature, agencies
should consider whether it's more appropriate to create an agency-administered contractin
OhioBuys and route associated documents for signatures (e.g., setting up a Memorandum of
Understanding with another agency).

Log in to OhioBuys. From the Main Menu Navigation bar, click Procurement and then select
Browse Requisitions.

Suppliers Sourcing Contracts Shop Procurement Approvals

Ohio B uys Invoicing  Release & Permit  Analytics A Q. e Jordan L.

Create Requisition

Integration Settings Requisite Program

Browse Orders

4 w Administration Homepage )
1 Pending Receipts

z i - Browse Receipts
My pending validations See 2 results Welcome
Create Receipt
[ ]
an Browse Request To Purchase

Manage Users Workflow Activit Object Histol
Y : Create Request To Purchase ok

The selected

Query Edit Ptest

o Query Edit PO Send cXML

Configure
Profiles

Click the Pencil (y‘) icon next to the purchase requisition you would like to open.

Navigate to the Electronic Signature tab.

< 9 % Requisition: REQ0000118981 - Req. 5/16/2023 (Draft) Search " ®x 8

m _ << Back to Catalog Reset Allocations Create Solicitation Other Actions ~

Purchase Requisition

Term

Controlling Board

Workflow
Requisite Program
Header
Release & Permit
Requisition ID Ship to
Elect: c Signature
CCOMC SENSHNE 118981 ‘O Commercial Printing Requisition ®
Shipto*
Statls PO06650 DPS Deputy Registrar 45
Draft
DPS Deputy Registrar 4504 - A
Type* Receiving Required?” 701 W. Coshocton Road
Standard Purchase o~ No o~ 43031 Johnstown

Ohio

Click Create anew Signature Transaction to start the OneSpan Sign process.

+ Create a new Signature Transaction

Fa
Fa
w



- Send a Requisition Document for Signature
OhIOBuyS Using OneSpan Sign

Step-by-Step Instructions for Sending a Requisition for Signature

In the Documents header, click +Add documents.

+ Add documents

In the pop-up window, click the Attachment (@ ) icon or drag the document(s) to upload for
signature in the Attach new documents section.

Add documents

@ Save & Close

Attach existing documents Attach new documents

® & Click or Drag to add files

PR Signature TEST.docx @ @

Click Save & Close.

B Save & Close

Click Launch Signature Process to begin the OneSpan Sign process.

e Launch Signature Process

You will automatically be redirected to OneSpan Sign.
If your internet browser is configured to block pop-ups, then you will need to turn off your
pop-up blocker and perform this step again.
There is a limit of 16 MB for files being packaged in a OneSpan Sign transaction; if users
have multiple files that total more than 16 MB, the documents should be sent in separate
individual signature transactions.




- Send a Requisition Document for Signature
OhIOBuyS Using OneSpan Sign

Step-by-Step Instructions for Sending a Requisition for Signature

Documents

[ PRSignature TEST

@& ADDDOCUMENT

Recipients

@- Crawford 10005976@id.ohio.gov

(3 ADDRECIPIENT

Once inside of OneSpan Sign, you will need to add recipients. These individuals will be
everyone that needs to sign the document within the State and on the Supplier side. By default,
you will be added as the first recipient. To add additional recipients, click+ Add Recipient.

|| Signature Request  Draft

I 1 First Name * Last Name * email@example.com * Title Company

Enter the recipient’s First Name, Last Name, Email Address, Title,and Company. All
recipients will receive access to complete their signatures via email.

To add additional recipient details, or to remove a recipient, click the Ellipses (°°°) icon
To manually assign the signature order, toggle the Set signing order radio button.

Set signing order @

If the Set signing order button is engaged, users can click and drag to the left of users’
names to move them up or down in the signing order. Note that the purchase requisition will
not go to the second user until the first user has signed, and will not go to the third user until

the second user has signed, etc.

Crawford Wall

1 @
_|2 1 Jordan Landsherg

Once all recipients have been added, and the signing order has been documented as

applicable, click Next.




- Send a Requisition Document for Signature
OhIOBuys Using OneSpan Sign

Step-by-Step Instructions for Sending a Requisition for Signature

After adding all of your recipients, you will need to add the signature fields. To add a signature
field:

Select the name of the recipient that should sign.

Select the type of field you would like to add (e.g., Signature, Signer Initials, Signing Date,

etc.)
Drag and drop the field on the area of the purchase requisition where you would like the

user to add this information.

Signature Service's Transaction

< Signature Request  orart o B B e
X

RECIPIENTS (1) DOCUMENTS

Crawford Wall

Jordan Landsberg > o Test R . PRSignature T...  eas

Click-to-Sign y Click-to-Initial
f Crawford Wall Crawford Wal
FIELDS . Click-to-Sign . Click-to-Initial

/ Signature

CW Signer Initials

Each field will be color coded to match the color for each recipient.
Fields can be re-sized to fit the area allotted within the purchase requisition document.

After inserting all of the correctfields, clickthe Send to Sign button and confirm by clicking

Send. s,
SENDTOSIGN <4

An email will be sent to each recipient with a link to the purchase requisition. The order of
these emails will be based on the recipient order that was established for the purchase
requisition.

Active signature transactions can be tracked in the Electronic Signature tab.

Created on (UTC-4) Documents Signers Status Submission Date (UTC-4) Created by Launched by Remote Status Completed on

5/24/2023 Wall Crawford T .99, Wall « 5/24/2023
10:20-07 AM @ Landsberg Jordan Finalized 5/24/2023 10:32:14 AM Crawford Wall Crawford COMPLETED . 5/24/2023

Please note, the Electronic Signature tab does not update automatically. To check the status of
a purchase requisition signature, clickthe Refresh () icon.

After signing through OneSpan is complete, you may wish to store a copy of the signed
purchase requisition. To download the purchase requisition, click the PDF (=) icon.
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Requisition Field Guide: Requisition Header (1/2)

Status

Type

Requisition: REQ0000105914 - Req. 2/24/2023 (Supervisor)

Header
Requisition ID

05914 ) evercial Printing Requisition ®

Supervisor

chase o- No o-

Standard Pu

Requisition Label*

Req. 2/24/2023

Requester

Business Unit

DRCO1 - Dept of Rehab & Corrections 0-

> Additional Agency Approvers

> Organization Structure

> Purchasing Options

> Attachments - Internal, Supplier, and Justification(@

»  Chart of Account Values

Contracts Shop ocurement Approvals Woicing Release & Permit Analytics Public Request
— A n® O JodanL.

" aR 8

oo QR e [ I

Ship to

Ship to

Receiving Required?”

UNITED STATES

Attn

Fiscal Year

RATION SUPPORT CENTER DRCFRA 0-

Request Description

(6]

Comments to Supplier

Object

Additional Agency
Approvers

Attachments - Internal,

Supplier, and Justification

Attn

Bill to

Budget Date

Business Unit

Chart of Account Values

Comments to Supplier

Fiscal Year

Organization

Organization Structure

Definition Additional Info

Expands when selected to displaya field where users can indicate any
Additional Agency Approvers for that purchase requisition. Note that only
users with the Additional Agency Approver role may be selected in this
field.

Expands when selected to displaya button where users can upload
attachments for both internal use and Suppliers. Mostfile formats are

supported

The personwho will be responsible for receiving the items in the Also available at
purchase requisition line item level
The address to which the Supplier will bill for the purchase requisition Mandatory field

By default, this field populates with the date the requisition is created,

but it can be future dated to create a purchase requisition for the next

fiscal year. If a Controlling Board Number is going to be required for the Mandatory field
purchase requisition, ensure the Budget Date is greater than or equal to

the ECB Waiver Date.

The Business Unitthatthe purchase requisition s for, usuallythe

Requester'sagency Mandatory field

Expands to displayall COA strings used on the purchase requisition

A free text entry field where users caninputcomments thatwill be visible ~ Also available at
to the Supplier line item level

The fiscal year that the purchase requisition falls under, populates
automaticallybased on the Budget Date after the purchase requisitionis  Non-editable
saved

The division or site that the purchase requisition is for Mandatory field

Expands when selected to displaymore information aboutthe
organization that the purchase requisition is for
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Requisition Field Guide: Requisition Header (2/2)

Invoicing  Release & Permit  Analytics  Public Request  Adni

— A
Integration  Set
Requisition: REQ0000105914 - Req. 2/24/2023 (Supervisor)
oo I [
Header
Requisition ID Ship to
105914 O Commercial Printing Requisition © Sho o
Status '
Supervisol
Type* Receiving Required?* BK
Standard Purchase - No Q-

Requisition Label
Req. 2/24/2023

Requester
Berenson David

Organization ©"

DRC100000 OPERATION SUPPORT CENTER DRCFRA

Business Unit

DRCO1

Dept of Rehab & Corrections

UNITED STATES

Attn
Fiscal Year
o- 2023 - State 0

Budget Date

2/24/2023

6]

> Additional Agency Approvers

» Organization Structure

Comments to Supplier

> Purchasing Options

> Attachments - Internal, Supplier, and Justification®

>  Chart of Account Values

RC APA AKRON REGIONAL OFFICE DR

AKRON REGIONAL OFFICE

Request Description

Q’ 9 Jordan L.

" 8w e

al Office
1S. High St.- Ste 508

Object

Purchasing Options

Request Description

Requester

Requisition ID

Requisition Label

Ship To

Status

Type

Definition

Expands when selected to displaybuttons for: Single Source, Sole
Source, Put PR on Hold, Do Not Encumber, RequestDAS to Source, or
indicate requestis related to sudden and accidental direct property
damage

A free text entry field where users can add additional information about
the purchase requisition thatwill be visible to State users (e.g.,
justification)

The userthat the purchase requisition is for, this field generally
populates with the name of the userwho creates the purchase
requisition, however some users have the ability to purchase on behalf
of other users and should indicate the recipientofthe purchase here

An automaticallyassigned ID numberthatcan be usedto find the
requisition

The name of the requisition in OhioBuys

The address to which the Supplier will ship the purchase assuming that
allitems are going to the same location

The status of the purchase requisition which updates automatically,
some common statuses include: Draft, Initialized, and Ordered

A selectorwhere users canindicate thata requisitionis either Standard,
After the Fact, or a Blanket/Encumbrance Order

Additional Info

Non-editable

Mandatory field

Mandatory field
Also available at
lineitem level

Non-editable

Mandatory Field
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Requisition Field Guide: Requisition Header Item View

Items & Services

Add a line

- 0 Selected

# Ref. Item description Supplier Ordered Quantity Unit Price Total Deliv. date Sourcing

# ¥ 106216-1  LDSL200ML  Liqukd Disinfectant Sanitizer B0% A_. LOTT INDUSTRIES INC ) LOTT INDUSTRIES INC 1.00 Case 83.290 83.290 3/15/2023 @ E 2

Definition Additional Info

Add aline Clickto add a new blankline item to a purchase requisition

After selecting aline(s) using the checkbox(s) to the left, click to create

Copy Selected Lines copies ofthe selected lines

Delete Lines After_ se_lecting aline(s) using the checkbox(s) to the left, click to delete
the line items
oo After selecting aline(s) using the checkbox(s)to the left click to open
Edit Lines ) 27
and edit the line item

An item contained in the purchase requisition, displays certain Additional fields

Line ltem information aboutthe line item in a table (discussed in more detail on the S
visible offscreen
next page)
Pencil Icon Clickto opena lineitem and view it in more detail
Sourcing Project Link Clickto view the Sourcing Information and sourcing tab for a requisition
Trashcan Icon Clickto delete a line item
Trophy Icon Clickto view a listof all solicitations associated with thatline item ina

purchase requisition.

Requisition Header Buttons

Definition Additional Info
Back to Catalog Returns to the Browse ltems page of OhioBuys
Create Solicitation Initiates a Solicitation
Other Actions Provides the options to duplicate or cancel a requisition
Reset Allocations Resets anychartfield information thathas been entered
Save Saves any changes made to the purchase requisition

Submits a purchase requisition and initiates the appropriate approval

Submit for Approval workflow
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Requisition Field Guide: Requisition Header

Purchase Requisition

Term

Controlling Board
Purchase T Review
Requisition Tabs Workflow

Requisite Program

Release & Permit

Electronic Signature

Object Definition Additional Info

Purchase Requisition In thl_s .ta.lb, users can view anq edﬁmostof the details abouta purchase
requisition including the and line items

If the purchase requisition is foritems thatwill be operating under a

schedule orterm, users should open this tab and complete the details

onscreen. (formore information, please referto the Create a Blanket

Order Job Aid and Add Subscription or Milestone Terms Job Aid)

Term

The tables displayed in this tab provide detail around any relevant
Controlling Board controlling board waivers associated with a purchase requisition, as well
as depicting relevant Direct Purchase Authority and spending thresholds

If the purchase requisition requires IT approval, the comments from those

IT Review approvers will be displayed here

Displays a detailed workflow thatindicates where a purchase requisition is
Workflow in the process ofbecoming an order, boxes highlighted in green are
complete while those highlighted in orange are in progress

If the purchase requisition is fora commoditythat is offered by a requisite
Requisite Program procurementprogram, the progress of obtaining anynecessarywaivers
from Requisite Procurement Agencies will be displayed here.

If the purchase requisition requires a Release & Permit, the Release and
Release & Permit Permitinformation will automaticallypopulate here once ithas been
granted

In this tab, users canleverage OneSpan to sign requisition documents.
This option will be editable until final approval, and the onlyroles that have
Electronic Signature access to create a signature on this tab will be Agency Final Approvers,
Requisitioners, Agency Procurement Approvers and Agency Fiscal
Approvers (read only for all other profiles except State Administrators)
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https://procure.ohio.gov/state-and-local-agencies/resources/02_OhioBuys-Agency-Training/03_agency-training-catalog
https://procure.ohio.gov/state-and-local-agencies/resources/02_OhioBuys-Agency-Training/03_agency-training-catalog
https://procure.ohio.gov/state-and-local-agencies/resources/02_OhioBuys-Agency-Training/03_agency-training-catalog

Requisition Field Guide: Line Item (1/2)

Describe the item Select Supplier
1D Supplier
8437 GBEX LLC - &
Name Item Code Order Supplier @
Bostitch(R) B8(R) Impulse(TM) 45 Electric Stapler, Black GBEX LLC - &
Ordered Quantity * Supplier Contact
5.00 Each - BOLAND JIM -
Commodity * Profile ID Supplier Location
44121615 - Staplers - - -
Products types *
Product . MBE Set Aside Use Non-Default Supplier Location
Delivery Date *
5/2023 Dealers Available
Product Code Controlling Board Number
Continuation?
Yes
e No
Object Definition Additional Info
Commodity The commoditycode associated with the line item Mandatory field

Continuation?

Controlling Board
Number

Dealers Available Slider

Delivery Date

ID

Iltem Code

MBE Set Aside Drop-
Down

Name

Order Supplier

Ordered Quantity

Product Code
Products Types

Profile ID

Supplier
Supplier Contact

Supplier Location

Use Non-Default Supplier
Location

Click Yes if this is a continuation of a previous order, else leave as No

If a controlling board number needsto be applied to a purchase

requisition, itwill populate here

If there are dealers available for this line item, this slider will automatically

engage (indicates a quick quote mustbe performed)

The requested deliverydate for the line item (mustbe set by the user)

A unique ID is assigned to each line of every purchase requisition

The unique code assigned to an item by its Supplier (applies onlyto

hosted catalog items)

Clickto selectif the item is MBE or EDGE compliant

The name of the line item

The specific location ofthe Supplier that will fulfill the purchase requisition

The quantity of items ordered, can be modified to be measured in
different ways such (e.g. each, box, bag etc.)

A unique value provided by some Suppliersin their catalogs

States whetherthe line item is for a Productor a Service (currently only
productcan be selected, however Services may be ordered in OhioBuys)

Used for assetmanagement

The Supplier for the line item

The primarypoint of contact for the line item, Supplier Contacts are

determined atthe Order Supplierlevel

How the Supplieris paid, defaults to the Supplier’s preference in OAKS

Clickif you are using a Supplier location other than the default in OAKS

Mandatory field

Non-editable

Non-editable

Only editable for
freeform items

Mandatory field

Non-editable

Mandatory field

Non-editable
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Requisition Field Guide: Line Item (2/2)

Pricing Define delivery place

83.2900

Ship to
Total Amount
Ship to

Supplier Quote ID &

Attn
Do you want to apply a Speed Chart?

> Release & Permit
> More ltem Information

» Budget Information

Object

Attn

Budget Information

Do you want to apply a

Speed Chart?

More ltem Information

Pricing

Release & Permit

Ship To

Supplier Quote ID

Total Amount

Definition

The person who will be responsible for receiving this line item in the
purchase requisition

Clickto expand, displays where to enter chartfields and allocations

If your agency utilizes speed charts, click Yes and you will be presented
with options to apply them, otherwise leave as No

Clickto expand, displays additional item information such as the Product
(if from a hosted catalog),and contract information

The price of one unit of the line item

Clickto expand, if a Release and Permitis applied to the line item its
information will be displayed here

Where the item will be shipped, different Ship To addresses can be
applied to each line item across a purchase order and override the header
level Ship To address

If utilizing a unique price,the Quote ID from the Suppliershould be input
here (note that when completing a quick quote this field will be populated
automaticallyonce prices are updated)

The total costof the lineitems

Additional Info

Also available at
the Header level

Mandatory field
when creating a
freeform line item

Also available at
the Header level

Non-editable,
updates based
on price and

guantity
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Version Control

P:;th':h Summary of Updates Pages Updated

Initial draft
2.0 Updated Pcard process All
Updated Receiving Required and 27, 33, 42, 50, 60,
hl &byt Additional Agency Approvers 74
4.0 7/24/20 Updates relat(.-:'d to Release 2 43,52, 61,79, 98
Sprint 7
5.0 8/6/20 Updates relatgd to Release 2 72,83, 94
Sprint 8
6.0 8/21/20 Added a.f’Fe'r the faF'F purchase 39
requisition clarification
6.1 9/3/2020 Added details pn h.ow to copy 38
allocationlines
6.2 1/6/2021 Fixed a misspelling 62
6.3 2/3/2021 Added Review a Solicitation JA for 92-94
Approvers
Added language about filtering by
Supplier or Contract Number.
6.4 2l Updated language on Chartfields 26,32, 48
based on State Requests
Added language for Product
6.5 3/15/2021 Reference Codes being added to 8 9, 26, 32, 41

the Advanced Filter from the
Browse Items page.

6.6 5/10/2021  Added clarification on Budget Date 34, 44, 54, 64, 105



Version Control

P:;th':h Summary of Updates Pages Updated

Added reference to new Chart of
Account Values section on PR
Header, also noted the field in the
Field Guide

38-39, 49-50, 59-
60, 71-72,92-93,
110-111

6.7 5/25/2021

Added Manufacturer Part Number
field to search pages. Updated
Apply Order Supplier/Contact to
6.8 6/6/2021 All Line Items button to explain
how this button will also apply the
selected Delivery Date and Attn
fields to all line items

26, 29-30, 32, 36,
42,47,57,69

Removed General Navigation
content. Added details on how and
when to associate a contract with

a freeform line item

7.0 6/14/2021 50, 52

Updates for On Behalf Of Process.
New page on multiple agency
approvals. Added a note stating 11, 31, 41, 51, 53,
the Delivery Date field will not be 62
shown if the Product Type=
Services

7.1 7/6/2021

Noted Requesters cannot edit a PR
once it’s been submitted.
Explained users should not re-
open canceled/deleted PRs

7.2 7/21/2021 17,95

New slides on how to start the
Purchase Requisition Process.
8.0 8/10/2021 Minor updates to wording and 11-19, 20
removal of specific slide references
on Services slide.




Version Control

P;gltlzh Summary of Updates Pages Updated

Process updates on adding quotes
as justification documents,
updating generic line items to
variable pricing, Updates to
process for changing freeform
8.1 8/11/2021 requisition to hosted catalog 11, 16, 18, 28, 75

requisition, Updates to PCard JA
intro, Updates to process for
selection a supplier before
searching fora contract when
starting the PR process

New page on Continuation

8.2 8/17/2021 purchases 70
8.3 8/31/2021 New page on Negative Line Items 71
8.4 10/8/2021 Updated new Ohio Buys logo Entire document
8.5 12/2/2021 Updated rejection step 79

Added steps to duplicate a

. . . 34, 45-46, 56-57,
8.6 1/5/2022 chartfield line, split out some 69-70, 94
pages

3.7 2/9/2022 Add in callouts for Pcarf:l Pyrchases 28 63

and freeform requisitions

Added new information
i h it

8.8 3/14/2022 SSTBErig S osliE it 12,22,28,38,50,61

enhancements (Manufacturer
part, index number, etc.)




Version Control

ngltlzh Summary of Updates Pages Updated

Added new information
concerning PRs referencing 19,30,41,52,65,
contracts with status “awaiting 112
effective date”

8.9 4/27/2022

* Replaced screenshots showing
EOD with MBDD

* Notedthat users should not ) . 151’0177’
9.0 5/25/2022 duplicate PRs containing items
e 25,33, 44,55,
from Punchout catalogs 68
* Noted Order Supplier may
populate automatically
* Updated the Pcard purchase
9.1 6/17/2022 limit to $5,000 instead of 28

$2,500

* Updated the PR LG to remove
9.2 8/2/2022 the Origin Code from All
screenshots and descriptions

* Removed notes detailing the

ability to make future dates

POs foranother fiscal year —

both encumbered and non-

encumbered POs for future
years can be created.

9.3 8/31/2022 41,52,65




Version Control

ngltlzh Summary of Updates Pages Updated

* Added details on adding a
Pcard to a user’s profile
* Added instructions that for
users with multiple Pcards
they need to apply one
* Removed language about
routing to approvers after e 9
Additional for Pcard purchases * 36
Clarified that after additional 29
approvers, the order is e 40,51,64
processed into a PO in the e 33
case of Pcard orders e 34
* Added anote forusers who
need to add controlling board
# to Pcard purchase
* Added anote that chartfields
are optional for Pcard
purchases

9/22/2022

9.4

* Instructed users to
refrain from using a
9/28/2022 combination of UOM “each” e 62
and quantity “1” in freeform
items.

* Notedthat
9/28/2022 Requester Supervisors and . 8487
Additional Agency Approvers !

have edit capabilities

* Added anote that allocation
information must align with e 45,56, 62, 69,
9.5 10/18/2022 the associated UOM 94
* Noted Service Location e 94
requirement for FY23




Version Control

PLD'ZIt':h Summary of Updates Pages Updated

9.6 12/22/2022 Added notes on capital purchasing 2,21

Added notes on travel and capital

9.7 01/18/2023 e e

21, 22

Added note on process for

9.8 2/2/2023 obtaining R&P

77,78,79

Corrections to MBE section on
9.9 4/19/2023 Freeform PR 62

Revised based on the 2023
10.0 5/8/2023 or o N All

.. . . 36,37,47,48, 57,
10.1 5/10/2023 Revisions to chartfield entering 58 68 69, 96, 97
Added a section on starting the
10.2 5/23/2023 OneSpan Sign process for Purchase 112-116
Requisitions
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